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Chuong 1. Tong quan nghé ké toan — Chapter 1. The accounting

profession at a glance

Sau chwong nay ban lam dwgc — What you will be able to do

« Bdi chiéu sb du s6 tong hop vai so chi tiét ctia TK 131, 331 va 156 rdi chi ra chénh
1éch ndm & dau.

Reconcile the control account with the subsidiary ledger for accounts 131, 331 and 156 and
locate any difference.

« Tra dung Piéu trong Luat Ké toan khi can: Piéu 3 va 4 (ké toan 14 gi), Piéu 9 (bdn
loai ké toan), Piéu 13 (hanh vi cdm), Diéu 51 dén 55 (nguoi 1am ké toan, ké toan
trudng).

Find the right Article of the Accounting Law quickly: Articles 3 and 4 (what accounting is),
Article 9 (the four kinds of accounting), Article 13 (prohibited acts) and Articles 51 to 55
(accountants and the chief accountant).

« Xéc dinh vi tri minh s& lam trong phong ké toan va phan biét ngudi lam ké toan vai
thu kho, thu quy.

Identify the role you will hold in an accounting department and tell an accountant apart from
a storekeeper or cashier.

« Lap danh sach phong ban va co quan bén ngoai minh lam viéc ciing, kém ho so hai
bén trao doi.

List the departments and outside bodies you will deal with, together with the documents
passed each way.

» Tach viéc phﬁn mém hodc Al lam duge khoi viée ban phai kiém, ky va chiu trach
nhiém.

Separate what software or Al can do from what you must check, sign and answer for.

1.1. Ké toan lam nhirng vi€c gi — What accountants actually do

Luat Ké toan dinh nghia tai Diéu 3 khoan 8: “K& toan la viéc thu thap, xu ly, kiém tra,
phan tich va cung cap thong tin kinh té, tai chinh dudi hinh thirc gia tri, hién vat va thoi
gian lao dong.” Nam dong tir trong cdu 1a nam loai viéc xuat hién trong mot ngay lam
vi€c ciia nguoi moi, theo dung thu ty do.

The Accounting Law defines the term in Article 3, clause 8: “Accounting is the collection,
processing, checking, analysis and provision of economic and financial information in the form
of value, physical quantities and labour time.” The five verbs are five kinds of work in a
newcomer’s day, in that order.
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Pong tir
(Piéu 3
khoin 8)
Verb (Art. 3,
cl. 8)

Viée cu thé & Hoang Lam San phiam ban dé lai

Example at Hoang Lam What you leave behind

02/10/2026 nhan héa don cua Cong ty CP Son

Téan Phong: 400 thung SN18 % 1.160.000 =

464.000.000, GTGT 8% = 37.120.000, cong Hoéa don dién tu, by chimg tr
Thu thap 501.120.000 dénh s6
Collect On 2 October 2026 you receive the invoice from Electronic invoice and a numbered

Cong ty CP Son Tdan Phong: 400 drums of SN18 % document file

1,160,000 = 464,000,000, VAT at 8% =

37,120,000, total 501,120,000

Pinh khoan No 156, No 1331, C6 331 16i ghi But toan trong Nhat ky chung,

Xu ly vao Nhat ky chung trén phan mém sO cai va so chi tiét 331
Process Journal Dr 156, Dr 1331, Cr 331 and post to the Journal entry, general ledger and
general journal in the software the 331 subsidiary ledger

Péi chiéu sb luong, don gia, ma s6 thué trén
hoa don véi don dat hang va véi 400 thung thu
Kiém tra kho D3 Vin Hing da dém
Check Match quantity, unit price and tax code on the

Chit ky xac nhén trén phiéu

nhép kho; ghi cht chénh 1éch

néu c6

ignat th ved

invoice to the purchase order and to the 400 drums ilgtn? u;e ton v eng();;l;. :e;eleve
the storekeeper P6 Van Hung counted oles anoteof any ayjerenc
Pon gia nhap 1.160.000 cao hon don gia dau
ky 1.150.000 1a 10.000 dong, 0,9%; béo truong

Phan tich phong kinh doanh d¢ xem lai bang gia ban

Mot ghi chua giri ké toan truong
The purchase price of 1,160,000 is 10,000 dong

Analyse A note to the chief accountant
(0.9%) above the opening price of 1,150,000, tell
the sales manager so the selling price list can be
reviewed
Giri phong kinh doanh bao cao nhap — xudt —
ton; cudi quy dua sb lidu vao to khai GTGT B4o c4o nhap — xudt — ton, t&
Cung Cép ndp co quan thué khai thué
Provide Send sales the stock movement report; at quarter- Stock movement report and tax

end feed the figures into the VAT return filed with return
the tax authority

Dinh khoan / Journal entries

02/10 NQ' TK 156 — HANG DO 1rurrrerrrerrsesrenssesssessessssssssssesssessassssssssssesssasssssesses 464.000.000
No TK 1331 — Thué GTGT duoc khéu trir ciia hang hoa, dich Vi ... 37.120.000
C6 TK 331 — Phai tra cho ngudi ban .........co.covveveeevereeeeen. 501.120.000

Vi DU/ EXAMPLE — Mot nghiép vu, ba ngudi nhin ba con sd. Thu kho thay 400 thing
son. Ké toan thay 464.000.000 ddng hang hoa cong 37.120.000 dong thué GTGT duoc khiu
trir. Giam ddc thay khoan no Son Tan Phong ting 501.120.000 dong. Bt toan trén 1a chd ba
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con s6 gip nhau; 1éch mot trong ba thi s sai.
One transaction, three people, three figures. The storekeeper sees 400 drums of paint. The accountant
sees 464,000,000 dong of goods plus 37,120,000 dong of recoverable VAT. The director sees the debt

to Son Tan Phong rise by 501,120,000 dong. The entry above is where the three figures meet; if one of
them is off, the books are wrong.

Dbiéu 4 giao cho ké toan bon nhi¢m vu. M6i nhiém vu ¢6 mot vi¢e cu thé & Hoang Lam.

Article 4 gives accounting four tasks. Each one has a concrete job at Hoang Lam.

Khoan | Nhiém vu theo Diéu 4

Clause

Task under Article 4

Thu thap, xir 1y thong tin, s6 lidu theo ddi
tuong va ndi dung cong viée ké toan, theo
chuén muyc va ché d6 ké toan

Collect and process information and data by
accounting object and type of work, in line with
accounting standards and the accounting
regime

Kiém tra, giam sat thu, chi tai chinh, nghia

vu thu, ndp, thanh toan ng; quan ly, st dung

tai san; phat hién, ngan ngtra vi pham phap
luat vé tai chinh, ké toén

Check and supervise receipts and payments,
obligations to collect, pay and settle debts, and

the use of assets, detect and prevent breaches of
finance and accounting law

Phan tich thong tin, s6 lidu; tham muu, dé
xuét giai phap phuc vu quan trj va quyét
dinh kinh té, tai chinh

Analyse the data; advise and propose solutions

for management and for economic and financial

decisions

Cung cép thong tin, s6 liéu ké toan theo quy

dinh cua phap luat
Provide accounting information as the law
requires

Viéc ciia ban 6 Hoang Lam
Your job at Hoang Lam

Ghi s0 theo hé thong tai khoan ctia Thong
tu 99/2025/TT-BTC

Post to the chart of accounts of Circular
99/2025/TT-BTC

Khong lap phiéu chi khi ching tir chua du
chir ky; theo ddi khoan ng 460.000.000
ctia Thanh D6 dén khi thu ngay
12/10/2026

Do not issue a payment voucher before the
document is fully signed; follow Thanh Do’s
debt of 460,000,000 until it is collected on 12
October 2026

Cudi thang 10, 131 gop mot thung SN18
ban cho Thanh D6: 1.450.000 — 1.154.000
=296.000 dé)ng (20,4%); mdt bao BB40
ban 1¢: 265.000 — 213.000 = 52.000 d%)ng
(19,6%)

At the end of October the gross profit on one
drum of SN18 sold to Thanh Dé is 1,450,000
— 1,154,000 = 296,000 dong (20.4%,), on one
retail bag of BB40 it is 265,000 — 213,000 =
52,000 dong (19.6%)

Tra 161 co quan thué, co quan bao hiém xa
hoi, kiém toan vién bang s6 lidu 1ay tir so,
kém ching tir

Answer the tax authority, the social insurance
agency and auditors with figures taken from
the books, with documents attached

LOI HAY GAP / COMMON MISTAKE — Nhap kho theo héa don ma khéng dbi chiéu sb
thit kho dém. Hoa don ghi 400 thung, kho dém duoc 392 thung, s6 van ghi 400: ton s sach
cao hon thyc té 8 thung x 1.160.000 = 9.280.000 dong. Khoan l1éch ndm im dén dot kiém ké
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cudi ky ké toan nam (Diéu 40 khoan 2 diém a) rdi méi 16 ra. Doi chiéu ngay ngay nhap, ghi
s6 thuc nhan.

Posting goods in from the invoice without matching the storekeeper’s count. The invoice says 400
drums, the warehouse counted 392, and the books still show 400: book stock exceeds real stock by 8
drums x 1,160,000 = 9,280,000 dong. The difference sits unnoticed until the stocktake at the end of
the annual accounting period (Article 40, clause 2(a)). Match on the day of receipt and post the
quantity actually received.

1.2. Ké toan tai chinh, quan tri, téng hop va chi tiét — Financial, management,

general ledger and subsidiary ledger accounting

Piéu 9 khoan 1: ké toan & don vi gdm ké toan tai chinh va ké toan quan tri. Khoan 2: khi
1am ca hai loai, don vi phai 1am ké toan tong hop va ké toan chi tiét. Bon tén goi nay la
bbn cau hoi: ai doc so liu (tai chinh hay quan tri) va s6 liéu ghi & mirc nao (tong hop hay
chi tiét).

Article 9, clause 1: accounting in a unit comprises financial accounting and management
accounting. Clause 2: when doing both, the unit must keep general ledger accounting and

subsidiary ledger accounting. The four names answer two questions: who reads the figures
(financial or management) and at what level they are recorded (general or detailed).

Nguoi dung thong tin | San phim ¢ Hoang LAm Can cr

Who uses it Output at Hoang Lam Basis

Nguoi ngoai don vi: co

quan thué, ngan hang Béo céo tai chinh nam, s6 sach
Ké toan tai cho vay, nguoi gop von,  va ching tir theo Thong tu
chinh nha cung cép 99/2025 Piéu 3 khoan 9
Financial People outside the unit: Annual financial statements, books = Art. 3, cl. 9
accounting tax authority, lending and documents under Circular
bank, capital providers, 99/2025
suppliers
Diéu 3 khodn 10;
Bang 1ai gdp theo mat hang, Diéu 9 khoan 3
Ké toan quan Giam ddc, truéng phong  bang tudi ng, bao cdo nhap — giao B9 Tai chinh
tri kinh doanh Xuét — ton hang tuan huéng dan
Management The director and the sales  Gross profit by product, debt Art. 3, cl. 10; Art. 9,
accounting manager ageing, weekly stock movement cl. 3 leaves
report guidance to the
Ministry of Finance
Keé toan tong N,gu(n doc bao cdo can S? d? tong quat bang tién trén Didu 9 khodn 2
hop btrc tranh chung so cai: TK 131, 156, 331 didm a
General ledger Readers who need the Overall balances in money on the Art. 9, cl. 2(a)
accounting overall picture general ledger: 131, 156, 331 ’
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Loai Nguoi dung thong tin | San phim ¢ Hoang LAm Can cr
Kind Who uses it Output at Hoang Lam Basis

Nguoi diéu hanh timg SO chi tiét 131 theo khéch, thé
Ké toan chi tiét  dbi tugng: khach hang,  kho theo ma hang, bang luong

oA , ) Diéu 9 khoan 2
Subsidiary mat hang, nhan vién theo nguoi didm b
ledger People running each Receivables ledger by customer, Art. 9, ¢l. 2(b)
accounting object: customer, product, | stock card by item, payroll by S
employee person

Piéu 9 khoan 2 diém b dat mot diéu kién cimg: s6 liéu chi tiét phai khop dung voi sb lieu
tong hop trong mot ky ké toan. Cudi thang 10/2026 Minh Thu lam phép ddi chiéu sau
cho ba tai khoan.

Article 9, clause 2(b) sets a firm condition: detailed figures must agree with the general figures

within an accounting period. At the end of October 2026 Minh Thu runs the check below on
three accounts.

S6 tong hop (sb 2 1t
g hop ( So chi tiet cong lai

Subsidiary ledger total

Tai khoan
Account

cai)
General ledger

131 Phai thu cua Thanh D6 1.236.600.000 + Gia An
khach hang 1.536.600.000 300.000.000 0
131 Trade receivables Thanh Do 1,236,600,000 + Gia An 300,000,000

331 Phai tra cho
nguoi ban 957.240.000
331 Trade payables

Son Tan Phong 957.240.000
Son Tdan Phong 957,240,000

SN18 577.000.000 + SNT18 168.000.000 +
156 Hang hoa BB40 383.400.000 + KG25 105.000.000
1.233.400.000
156 Goods for resale SNI18 577,000,000 + SNT18 168,000,000 + BB40

383,400,000 + KG25 105,000,000

GHI NHO / KEY POINT — S6 chi tiét minh hoa cho sb téng hop (Piéu 9 khoan 2 diém b).
Cubi thang ddi chiéu TK 131, 331 va 156 giira s6 cai va so chi tiét. Chénh 1éch khac 0 1a mot
nghiép vu chua tim ra, khong phai sai s6 1am tron.

The subsidiary ledger illustrates the general ledger (Article 9, clause 2(b)). At month-end, match
accounts 131, 331 and 156 between the general ledger and the subsidiary records. A difference other
than zero is a transaction not yet found, not a rounding error.

Vi DU/ EXAMPLE — Thé kho SN18 ghi t6n 500 thung; s6 chi tiét tinh ton 500 x
1.154.000 = 577.000.000 dong, dung bang dong SN18 & bang trén. Néu thu kho xuét thém 10
thing ma chwa c6 phiéu xuat, thé kho chi con 490 thung trong khi s6 van ghi 500: chénh 10
thung x 1.154.000 = 11.540.000 dong. Hién vat va tién di cung nhau, 1éch bén nao ciing phai
truy nguoc phiéu xuét.

The SN18 stock card shows 500 drums on hand, the subsidiary ledger values them at 500 % 1,154,000
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= 577,000,000 dong, exactly the SN18 line in the table above. If the storekeeper issues another 10
drums before a delivery note exists, the stock card shows 490 while the books still show 500: a
difference of 10 % 1,154,000 = 11,540,000 dong. Quantity and money move together, whichever side
is off, trace back to the delivery note.

1.3. Noi nguwoi lam ké toan lam viéc — Where accountants work

Luat Ké toan Diéu 23 khoan 1 budc don vi chon hé théng tai khoan theo quy dinh cua Bo
Tai chinh. V&i doanh nghiép, ba ché d6 dang song song: Thong tu 99/2025/TT-BTC (ap
dung tr nim tai chinh bat dau tir 01/01/2026, thay Thong tu 200/2014), Thong tu
133/2016/TT-BTC (doanh nghiép nhd va vira van dugc chon) va Thong tu 58/2026/TT-
BTC (doanh nghiép si€u nho, hiéu luc 01/7/2026). Hoang Lam 4p dung Thong tu 99.
Bang sau so sanh bon loai doanh nghiép.

Article 23, clause 1 of the Accounting Law requires a unit to choose its chart of accounts from
those set by the Ministry of Finance. For businesses three regimes now run side by side:
Circular 99/2025/TT-BTC (applies from financial years starting on or after 1 January 2026,
replacing Circular 200/2014), Circular 133/2016/TT-BTC (small and medium-sized enterprises
may still choose it) and Circular 58/2026/TT-BTC (micro enterprises, effective 1 July 2026).
Hoang Lam applies Circular 99. The table compares four kinds of business.

Loai doanh
nghié¢p
Type of business

Viéc dac trung Piém kho véi nguoi méi

Characteristic work Hard part for a newcomer

Mua hang, nhap kho, ban hang, thu tién; Gia nhap du chi phi van chuyén;

Thuong mai (nhu  nhiéu ma hang, gia von tinh cudi thang; kho khép s6; hoa don dau vao

Hoang Lam) cong ng véi khach va nha cung cap hop 1€

Trading (like Hoang  Buying, receiving, selling and collecting; Purchase cost that includes

Lam) many items, cost of sales computed at month- | carriage; stock that agrees with the
end, balances with customers and suppliers books; valid input invoices

Thém khau gia thanh: tap hop TK 621, Phan bo chi phi san xudt chung
622, 627 vao TK 154, rdi nhap kho thanh  nhit quan; kiém ké san pham do
Sén xuét phim TK 155 dang
Manufacturing An extra costing stage: accumulate 621, 622 Consistent allocation of production
and 627 in 154, then transfer finished goods overheads; counting work in
to 155 progress

Ghi chi phi ding cong trinh;
Theo ddi chi phi va doanh thu timg cong  ching tir ciia nhiéu bén (chu diu
trinh; nghiém thu khéi lugng; thanh toan  tu, nha thau phu, kho cong
theo dot trudng)
Tracking cost and revenue project by project; = Charging cost to the right project;

Xay dung

Construction

measuring work done; stage payments documents from several parties
(client, subcontractors, site store)
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Loai doanh

nghiép

Type of business

Dich vu
Services

Noi lam viéc

Workplace

Viéc dac trung
Characteristic work

Doanh thu theo hgp dong va theo ky; chi

phi chi yéu 1a lwong va thué ngoai

Revenue by contract and by period; costs

mainly pay and outsourcing

Viéc dac trung
Characteristic work

Piém kho voi ngwoi méi
Hard part for a newcomer

Ghi nhan doanh thu dung ky;
phan biét tién dat coc v&i doanh
thu

Recognising revenue in the right
period; separating deposits from
revenue

Can ctr va diem can biét
Basis and points to know

Pon vi hanh chinh
su nghiép

Public
administrative and
service units

Ngan hang, to
chuc tin dung
Banks and credit
institutions

Cong ty dich vu ké
toan

Accounting service
firms

Cong ty kiém toan
Audit firms

Ty hanh nghé
Practising
independently

K& toan theo dy toan duoc giao,
chung tir chi ngan sach, quyét
toan

Accounting against an allocated
budget, budget payment documents,

final settlement

Ghi nhan tién giri, tin dung,
thanh toan theo nghié¢p vu ngan
hang

Recording deposits, lending and
payments under banking operations

Lam ké toan hodc 1am ké toan
truong thué cho nhiéu khach
hang theo hop dong bang vin
ban

Acting as bookkeeper or chief
accountant for many clients under
written contracts

Kiém tra va dua ¥ kién vé bao
cdo tai chinh cta khach hang
Examining and giving an opinion on
clients’ financial statements

M ho kinh doanh dich vy ké
toan, lam cho nhiéu khach
Setting up a household business
providing accounting services

K¢é toan truong con gitp ngudi dai dién
gidm sét tai chinh (Luat Ké toan Diéu 53
khoan 2; Diéu 55 khoan 3)

The chief accountant also helps the legal

representative supervise finances
(Accounting Law Art. 53, cl. 2; Art. 55, cl. 3)

Ap dung phép luat chuyén nganh ngan
hang; héi don vi tuyén dung ché do ké
toan dang dung

Sector-specific banking law applies, ask the
employer which accounting regime it uses

Luat Ké toan Diéu 56 (thué dich vy),
Diéu 59 (loai hinh doanh nghiép), Diéu
60 (diéu kién kinh doanh)

Accounting Law Art. 56 (hiring services),
Art. 59 (types of firm), Art. 60 (licensing
conditions)

Bao c4o tai chinh thudc dién bat bude
kiém toan phai kiém toan truéc khi nop
co quan nha nudc va trudce khi cong khai
(Luat K& toan Diéu 33 khoan 1)
Statements that must be audited have to be
audited before filing with the state and

before publication (Accounting Law Art. 33,
cl. 1)

Chu ho phai 14 ké toan vién hanh nghé
(Diéu 65 khoan 1 diém b); ding ky hanh
nghé can ching chi ké toan vién hoic
chimg chi kiém toén vién va 36 thang
cong tac thuc té ké tur tot nghi¢p dai hoc
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Noi lam viéc Viéc dac trung Can ctr va diem can biét

Workplace Characteristic work Basis and points to know

(Diéu 58 khoan 1)

The owner must be a practising accountant
(Art. 65, cl. 1(D)); registration needs an
accountant or auditor certificate and 36

months of practical work since graduation
(Art. 58, cl. 1)

LOI HAY GAP / COMMON MISTAKE — M6 phin mém & cong ty méi va hach toan
theo thoi quen cua Thong tu 200/2014 trong khi cong ty 4p dung Thong tu 99/2025. Nghi
dinh 41/2018 Piéu 7 khoan 1 diém d phat 10 dén 20 triéu dong voi hanh vi ap dung sai ché d6
ké toan ma don vi thudc dbi twong ap dung; Pidu 10 khoan 2 phat 10 dén 20 triéu dong voi
hanh vi khong thuc hién dung hé thong tai khoan di duoc Bo Tai chinh ban hanh. Ngay dau,
hoi ké toan truong cong ty chon ché do nao réi md danh muyc tai khoan cua ché do do.
Opening the software at a new employer and posting by the habits of Circular 200/2014 when the
company applies Circular 99/2025. Decree 41/2018 Article 7, clause 1(d) fines VND 10 to 20 million
for applying the wrong accounting regime where the unit is subject to one, Article 10, clause 2 fines
VND 10 to 20 million for not following the chart of accounts issued by the Ministry of Finance. On
day one, ask the chief accountant which regime the company uses and open that regime’s chart of
accounts.

1.4. Cac vi tri trong phong ké toan — Roles in an accounting department

Tén vi tri khac nhau theo cong ty. Cong ty 16mn c6 chin nguoi cho chin vi tri; cong ty 12
nhan vién nhu Hoang Lam gom chin vi tri vao bén nguoi. Bang sau cho biét mdi vi tri
lam gi, giao ra cai gi va sai ¢ dau.

Titles differ between companies. A large company has nine people for nine roles;, a company of

12 staff such as Hoang Lam packs the nine roles into four people. The table shows what each
role does, what it delivers and where it goes wrong.

Nhiém vu chinh Piu ra Sai sét hay gap

Main duties Output Common errors

Lap phiéu thu, phiéu chi, uy
nhiém chi; ghi s6 tién mat,

- 2 Xk mr R X Chi tién khi phiéu chi
Loz tién gui (TK 111, 112); doi SO tién mat, so tién A A
Keé toan von hidu s8 oh in hine h3 i, bane dbi chidu thieu chir ky; so quy trén
M A chn1cu SO pnu ngan nang nan D 2 , A 1A X
bang tién . phung g hang ;gl An héf s0 khac s6 dém thyec te
Cash and ngay £ & Paying out on a voucher
Prepare receipt and payment Cash book, bank S . .
bank i . ledeer bank missing a signature; book
accountant vouchers and bank payment & o cash differing from the
orders, post cash and bank (111, = reconciliation .
physical count
112); match the bank statement
daily
Ké toan kho  Ghi nhap, xuit hang; dbi B4o c4o nhap — xudt  Bo sét cude van chuyén
Inventory chiéu thé kho véi thu kho; — ton, bién ban kiém  khi nhap: néu quén
accountant tinh gia xuét kho (TK 156) ké 5.000.000 ddng cudc
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Nhiém vu chinh

Main duties

Piu ra
Output

Sai sét hay gap

Common errors

K¢é toan cong
ng
Receivables
and payables
accountant

K¢é toan tién
luong
Payroll
accountant

Keé toan thué
Tax
accountant

K¢é toan gia
thanh

Cost
accountant

Record receipts and issues,
match stock cards with the
storekeeper, compute the issue
cost (156)

M@ s chi tiét TK 131, 331
theo tirng ddi tuong; 1ap bién
ban ddi chiéu; theo ddi tudi ng
Keep 131 and 331 ledgers per
counterparty, prepare balance
confirmations, track debt ageing

Lap bang luong tir bang chim
cong; trich bao hiém, kinh phi
cong doan; khau trir thué
TNCN (TK 334, 338, 3335)
Prepare payroll from timesheets;
accrue insurance and union fees;

withhold personal income tax
(334, 338, 3335)

Kiém héa don dau vao, lap
bang ké, to khai GTGT, tam
ndp thué TNDN (TK 133,
3331)

Check input invoices, prepare
listings, VAT returns and
provisional corporate income tax

(133, 3331)

Tap hop chi phi nguyén vat
li¢u, nhan cong, san Xuét
chung; tinh gia thanh don vi
(TK 154, 155). Hoang Lam la
doanh nghiép thuong mai nén
khong c6 vi tri nay
Accumulate material, labour and

overhead cost; compute unit cost
(154, 155). Hoang Lam is a

Stock movement report,
stocktake record

Béng tudi no, bién
ban ddi chiéu cong
noy

Debt ageing schedule,
balance confirmation

Bang luong, bang
thanh toan, hd so ndp
bao hiém va thué
Payroll, payment sheet,
insurance and tax

filings

T& khai thué, bang ké
héa don, ching tur
nop thué

Tax returns, invoice
listings, tax payment
receipts

Bang tinh gia thanh,
bao cédo chi phi
Costing sheets, cost
reports

BB40 thi gia von 1.200
bao ban 1¢ thap di
2.000.000 dong

Leaving carriage out of the
purchase cost: forgetting
the 5,000,000 dong
carriage on BB40
understates the cost of the
1,200 bags sold by
2,000,000 dong

Khong dbi chiéu dinh ky;
bu trir cong ng ma khong
c6 bién ban

No periodic confirmation;
offsetting balances without
a signed record

Quén giam trur nguoi phu
thudc (6.200.000 dong
mdi ngudi moi thang);
tinh bao hiém trén sai
muc luong

Forgetting the dependant
deduction (VND 6,200,000
per person per month),
computing insurance on the

wrong pay

Ap 8% cho hoa don cuéc
vién thong 2.500.000
déng, loai nay chiu 10%:
léch 50.000 dong thué
Applying 8% to a telecom
invoice of 2,500,000 dong
that bears 10%: VAT off by
50,000 dong

Phan b6 chi phi chung
khong nhit quan giira cac
ky; bo qua kiém ké do
dang

Allocating overheads
inconsistently between
periods; skipping the work-
in-progress count
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Nhiém vu chinh

Main duties

Piu ra
Output

Sai sét hay gap

Common errors

K¢é toan tong
hop

General
accountant

Ké toan
trudng
Chief

accountant

Giam ddc tai
chinh
Finance
director

trading company and has no
such role

Ghi but toén diéu chinh, khéa
s6, két chuyén vé& TK 911, lap
bao céo tai chinh

Post adjusting entries, close the
books, transfer to 911, prepare
the financial statements

Diéu hanh bo may ké toan,
duyét chirng tir va but toan, ky
bao cao tai chinh, lam viéc véi
co quan thué, ngan hang, kiém
toan

Run the accounting team,
approve documents and entries,
sign the financial statements,
deal with the tax authority, bank
and auditors

Lap ké hoach tai chinh va
dong tién, tim von, lam viéc
v6i ngan hang, doc bao céo
quan tri

Plan finances and cash flow,
raise funds, deal with banks,
read management reports

S6 cai, bang can ddi
s phat sinh, béo c4o
tai chinh

General ledger, trial
balance, financial
Sstatements

Bao cao tai chinh, to
khai quyét toéan, y
kién chuyén mén guri
giam ddc

Financial statements,
annual returns,
professional opinions
to the director

K¢é hoach dong tién,
dé xut vay hodc dau
tu, bao cdo quan tri
Cash flow plan,
borrowing or
investment proposals,
management reports

S6 trén bao cao khong
khép s6 cai; quén két
chuyén; so chi tiét 1éch s6
téng hop

Statements that disagree
with the ledger; missing
closing entries, subsidiary
ledgers off the control
account

Ky khi chwa soat sb; giao
quyén duyét cho nguoi
chua dii hiéu biét

Signing before reviewing
the figures; delegating
approval to someone who
cannot yet judge

Quyét dinh theo s6 chua
khoa s6. Hoang Lam
khong c6 vi tri nay; giam
ddc va ké toan truong
chia phan viéc

Deciding on unclosed

figures. Hoang Lam has no

such role, the director and
chief accountant share the
work

Ké toan truong 1a nguoi dimg dau bo may ké toan, c6 nhiém vu t6 chire thuc hién cong
tac ké toan (Diéu 53 khoan 1) va chiu su lanh dao cua nguoi dai dién theo phap luat cua
don vi (khoan 3). Piéu 55 khoan 1 ghi ba trach nhiém: thuc hién quy dinh phap luat vé ké
toan, tai chinh; t6 chirc diéu hanh bd may ké toan; 1ap bao cao tai chinh tuan thu ché do

va chuan muc. Khoan 2 cho ké toan truong quyén doc lap vé chuyén moén, nghi¢p vu ké

toan.

The chief accountant heads the accounting team and is responsible for carrying out the
accounting work (Article 53, clause 1), under the direction of the unit’s legal representative
(clause 3). Article 55, clause 1 lists three responsibilities: applying the law on accounting and
finance; running the accounting team; and preparing financial statements that comply with the
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regime and standards. Clause 2 gives the chief accountant independence in professional
accounting matters.

Diéu kién

Condition

Quy dinh
Rule

V6i Hoang Lam
At Hoang Ldam

Pham chat
Character

Trinh d6
chuyén mon
Qualification

Chung chi
Certificate

Thoi gian
cong tac
Experience

Thay thé tam
thoi
Temporary
cover

Trung thyc, liém khiét, ¢ ¥ thirc chip hanh phap
luat (Piéu 51 khoan 1 diém a, dan boi Diéu 54
khoan 1 diém a)

Honest, upright, law-abiding (Art. 51, cl. 1(a), applied
by Art. 54, cl. 1(a))

Tir trung cép ké toan tré 1én (Diéu 54 khoan 1 diém
b). Nghi dinh 174/2016 Diéu 21 khoan 3 diém g:
doanh nghiép khong c6 von nha nuée, von diéu 1é
nho hon 10 ty ddng chi can tir trung cap; khoan 2
diém i: cac doanh nghi¢p con lai tir dai hoc

At least an intermediate-level accounting qualification
(Art. 54, cl. 1(D)). Decree 174/2016 Art. 21, cl. 3(g): a
business with no state capital and charter capital below
VND 10 billion needs only the intermediate level; cl.
2(i): other businesses need a degree

C6 chung chi boi dudng ké toan truong (Diéu 54
khoan 1 diém c)
Holds a chief accountant training certificate (Art. 54, cl.

1(c)

[t nhét 2 nam ké toan thuc té néu c6 trinh do dai
hoc trd 1én; it nhat 3 ndm néu trinh do trung cép,
cao dang (Piéu 54 khoan 1 diém d)

At least 2 years of practical accounting with a degree;

at least 3 years with an intermediate or college
qualification (Art. 54, cl. 1(d))

Chua bd nhiém ngay dugc ké toan trudng thi b tri
phu trach ké toan, t6i da 12 thang (Nghi dinh
174/2016 Diéu 20 khoan 1). Doanh nghiép si€u nho
khong bit budc c6 ké toan truong (Piéu 20 khoan 2
diém b; Thong tu 58/2026 Piéu 3 khoan 2)

If a chief accountant cannot be appointed at once, a
person in charge of accounting may be assigned for at
most 12 months (Decree 174/2016 Art. 20, cl. 1). Micro
enterprises need not have a chief accountant (Art. 20, cl.
2(b); Circular 58/2026 Art. 3, cl. 2)

Diéu kién chung véi moi
nguoi lam ké toan

Common to every accountant

Vén gop 3.000.000.000
d6ng, nho hon 10 ty: tir
trung cap trd 1én

Capital of 3,000,000,000 dong,
below 10 billion: intermediate
level or above

Chuong 2 néi cach lay
chimg chi

Chapter 2 explains how to
obtain it

Ap dung cho ngudi duoc bd
nhiém lam ké toan truong
Applies to the person
appointed as chief accountant

Hoang Lam c6 ké toan
trudng riéng: DPang Thi
Hong Nhung

Hoang Lam has its own chief
accountant, Pang Thi Hong
Nhung

Giam ddc tai chinh 1a chtrc danh quan 1y do cong ty tu dat. Luat Ké toan khong quy dinh
tiéu chuan riéng cho chtc danh nay; diéu luat duy nhat nhic t6i vi tri tuong duong l1a

Piéu 52 khoan 3, khi liét ké “pho giam dbc, pho tong giam ddc phu trach cong tac tai
chinh - ké toan” trong nhom nguoi c6 quan hé than thudc bi han ché lam ké toan cung

don vi.
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Finance director is a management title set by the company itself. The Accounting Law lays down
no separate standard for it; the only provision that mentions a comparable post is Article 52,
clause 3, which lists “deputy directors and deputy general directors in charge of finance and
accounting” among the people whose close relatives may not work as accountants in the same
unit.

GHI NHO / KEY POINT — Ngudi méi thudng bit dau & ké toan kho, cong ng hodc vén
béng tién vi ching tir nhiéu, quy trinh rd va c6 ngudi kiém tra chéo. Ké toan tong hop, thué
va ké toan truong doi hoi da lam xong cac phan viéc bén dudi.

Newcomers usually start in inventory, receivables or cash because the documents are plentiful, the
procedures are clear and someone checks the work. General accounting, tax and chief accountant
roles assume you have already done the jobs beneath them.

1.5. B may ke toan cia Hoang Lam — The accounting team at Hoang Lam

Cong ty TNHH Vit liéu Hoan thién Hoang Lam (goi tit Hoang Lam) dat tai phuong
Hoang Mai, Ha Noi, phan phdi son nuéc, bot ba va keo dan gach cho nha thau va cira
hang vat liéu. Cong ty c¢6 12 ngudi, ap dung Thong tu 99/2025/TT-BTC, ghi s6 Nhat ky
chung trén phan mém. Phong ké toan c6 bén ngudi; Nguyén Minh Thu vao lam ké toan
kho, cong ng tir 01/10/2026.

Cong ty TNHH Vat lieu Hoan thién Hoang Ldm (Hoang Ldm Finishing Materials Company
Limited, “Hoang Lam” for short) is based in Hoang Mai ward, Hanoi, and distributes interior
and exterior paint, wall putty and tile adhesive to contractors and building-materials shops. It
has 12 employees, applies Circular 99/2025/TT-BTC and keeps a general journal in accounting
software. The accounting team has four people; Nguyén Minh Thw joined as inventory and
receivables accountant on 1 October 2026.

Giam dbe
Pham Van Lim

Ké toan truéng
Pang Thi Hong Nhung

) e
Ké toan tﬁng hop Ké tus’u_l kho, cong ng' Thi quy kiém hanh chinh
Vi Quang Huy Nguyén Minh Thuw Lé Thi Mai

112211 - 214 - 242 156 - 131 - 331 - 1331 111 - két tién mat
334333338 - 511 hoa don mua, héa don ban phiéu thu, phiéu chi
632911 - thue - luong nhdp — xuat — ton khong ghi s6 ké toan

| déi chiéu the kho

Hinh 1.1. B may ké toan Hoang Lam va tai khoan chi yéu cua timg ngudi
Figure 1.1. The Hoang Lam accounting team and the main accounts each person handles
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Ngwoi, chirc danh

Person, title

Phan viéc
Responsibilities

Kiém tra chéo
Cross-check

Pham Van Lam, giam
dbc

Pham Van Lam,
director

Ding Thi Hong
Nhung, ké toan
trudng

Ping Thi Hong Nhung,
chief accountant

Vi Quang Huy, ké
toan tong hop

Vit Quang Huy, general
accountant

Nguyén Minh Thu, ké
toan kho, cong ng
Nguyén Minh Thu,
inventory and
receivables/payables
accountant

Lé Thi Mai, thu quy
kiém hanh chinh

Lé Thi Mai, cashier and
administrator

D6 Vin Hung, thi
kho (phong ban hang)
D6 Van Hung,
storekeeper (sales
department)

Duyét chi, ky hop dong, ky bao céo tai chinh
cung ké toan trudng
Approves payments, signs contracts and signs the

financial statements with the chief accountant

Duyét chimg tir va but toan, khoa so, 1ap va
ky béo cao tai chinh, lam viéc vdi co quan
thué, ngan hang, kiém toan

Approves documents and entries, closes the
books, prepares and signs the statements, deals
with the tax authority, bank and auditors

S0 cai, tién giri ngan hang, tai san ¢ dinh,
lwong, thué, gid von cudi thang, két chuyén
TK 911

General ledger, bank, fixed assets, payroll, tax,
month-end cost of sales, transfer to 911

Phiéu nhép, phiéu xuét, hoa don mua va ban,
so chi tiét TK 156, 131, 331, bién ban ddi
chiéu cong ng

Goods received and issued notes, purchase and
sales invoices, ledgers 156, 131, 331, balance
confirmations

Giir két, thu va chi tién mat theo phiéu da
duyét, giir s6 quy; khong ghi s6 ké toan TK
111

Holds the safe, receives and pays cash against
approved vouchers, keeps the cash book; does
not post accounting entries to 111

Gitr hang, 1ap thé kho, dém hang nhap, Xuét
Holds the goods, keeps stock cards, counts goods
in and out

Nhan bao cao thang tir ké
toan trudng
Receives the monthly report

from the chief accountant

Giam dbc duyét bao cao
trude khi ky

The director reviews the
statements before signing

K¢é toan truong soat bat
toan diéu chinh va sd
khoa s6

The chief accountant
reviews adjusting entries
and closing figures

Huy d6i chiéu TK 131,
331, 156 véi s6 cai cudi
thang; thii kho d6i chiéu
thé kho

Huy matches 131, 331 and
156 to the general ledger at
month-end; the storekeeper
matches stock cards

Kiém ké quy cudi thang,
s6 quy ghi 92.000.000
dong

Cash count at month-end;

the cash book shows
92,000,000 dong

Ké toan kho ddi chiéu thé
kho véi s6 chi tiét

The inventory accountant
matches stock cards to the
ledger

Céch chia ndy theo mot nguyén tic: ngudi giir tai san khong ghi so6 tai san d6. Diéu 39
khoan 2 doi don vi thiét lap kiém soét ndi bo dé tai san dugc bao dam an toan va nghiép

vu duoc phé duyét dung tham quyén. Luat cu thé hoa bang Piéu 52 khoan 4: ngudi dang
lam thu kho, thi quy khong dugc lam ké toan trong cung don vi, trir doanh nghiép tu

nhan, cong ty trach nhiém hiru han do mdt cd nhan lam chu s¢ hitu va cac truong hop
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khac do Chinh pha quy dinh. Vi vay Mai gitt s quy nhung Huy ghi TK 111; Thu ghi
hang nhap, xuit nhung Hung giit hang.

The split follows one principle: whoever holds an asset does not record it. Article 39, clause 2
requires a unit to set up internal control so that assets are kept safe and transactions are
approved by the right authority. Article 52, clause 4 makes this specific: a person working as
storekeeper or cashier may not do accounting in the same unit, except in a sole proprietorship, a
single-member limited company owned by an individual, and other cases set by the Government.
So Mai keeps the cash book but Huy posts account 111; Thu records goods in and out but Hung
holds the goods.

LOI HAY GAP / COMMON MISTAKE — Dé thu quy kiém ghi s6 ké toan tién mit vi “d&
ngudi”. Nghi dinh 41/2018 Biéu 17 khoan 2 diém b phat 10 dén 20 triéu dong véi hanh vi bd
tri nguoi 1am ké toan ma phap luat quy dinh khong duge lam ké toan. Ngoai tién phat, ngudi
cam tién ddng thoi sira s6 thi khong con ai phat hién chénh 1éch. Néu cong ty budc ban kiém,
xem ngoai 1¢ & Diéu 52 khoan 4 trude khi nhan.

Letting the cashier also post the cash ledger to “save a head”. Decree 41/2018 Article 17, clause 2(b)
fines VND 10 to 20 million for assigning someone the law bars from accounting work. Beyond the
fine, when the person holding the cash also edits the books, nobody is left to spot a shortfall. If the
company insists you combine the roles, check the exceptions in Article 52, clause 4 before accepting.

1.6. Mot ngay lam viéc cia Minh Thw — A day in the life of Minh Thw

Thir Nam 08/10/2026, tuan thtr hai Minh Thu di 1am. Cong ty ban 16 son 16n nhét thang
cho Cong ty CP Xay dyng Thanh Po: 500 thung SN18 gia 1.450.000 déng va 200 thing
SNT18 gia 2.100.000 dong, chua thu tién. Bang sau 14 lich 1am viéc ciia Thu trong ngay
do.

Thursday 8 October 2026, Minh Thu’s second week. The company sells its largest paint order of
the month to Cong ty CP Xay dung Thanh Do6: 500 drums of SN18 at 1,450,000 dong and 200
drums of SNT18 at 2,100,000 dong, not yet paid. The table is Thu'’s timetable for that day.

Gio Viéc Churng tir, cong cu | Lam viéc voi
Time Task Document, tool Working with

Nhan dé nghi ban hang cho Thanh D: 500

Tran Dutc Toa
thing SN18 x 1.450.000 va 200 thiing Pon dit hang, hgp o PUC Toan,

A trudng phong kinh
08:15 SNT18 x 2.100.000 dong doanh
Receive the sales request for Thanh Dé6: 500 Purchase order, Trim Brrc Todn
drums of SN18 x 1,450,000 and 200 drums of contract ’
SNTI8 x 2,100,000 sales manager
Xem t6n: SN18 con 1.000 thing (600 dau ky
cong 400 nhap ngay 02/10), SNT18 con 300  Bao cao ton kho, s6
08:40 thung. Xem du ng Thanh Dé: 460.000.000  chi tiét TK 131 Phan mém ké toan
Check stock: 1,000 drums of SN18 (600 opening  Stock report, 131 Accounting software
plus 400 received on 2 October) and 300 of subsidiary ledger

SNTI18. Check Thanh Po6’s balance: 460,000,000
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Viéc Churng tir, cong cu | Lam viéc voi

Task Document, tool Working with

Déi chiéu phiéu xuét kho thu kho lap véi D Vin Hung, thu
09:30 don dit hang: ma hang, s6 luong, ngudi nhan  Phiéu xuat kho kho

Match the delivery note raised by the storekeeper = Delivery note Do Van Hung,

to the order: item, quantity, recipient storekeeper

Lap hoa don dién tir: tién hang
1.145.000.000, GTGT 8% 91.600.000, cong

IO S Ding Thi Hong
1.236.600.000. Soat tén, ma so thué, dia chi L, .
) N P i Nhung, ké toan
' khach theo hop dong roi trinh ke toan truong 4. don di én tir tone
11:00  Raise the electronic invoice: goods 8 Brrerm - R
Electronic invoice Dang Thi Hong
1,145,000,000, VAT at 8% 91,600,000, total ) L
Nhung, chief
1,236,600,000. Check the customer’s name, tax '
accountant

code and address against the contract, then
submit to the chief accountant
Ghi doanh thu va khoan phai thu vao Nhat

14-00 ky chung (but toan ngay dudi bang) Phan mém ké toan Khong c6

' Post revenue and the receivable to the general Accounting software None
Jjournal (entry directly below the table)
Cap nhat s chi tiét TK 131 cua Thanh Do:
460.000.000 + 1.236.600.000 =
1.696.600.000. Giri hoa don cho ké toan 2 g X .
. N \ . So6 chi tiet, thu dién < . .

Thanh D6; ghi lai hen tra 460.000.000 vao K¢ toan Thanh D6

15:30  ngay 12/10 tu Thanh B6'’s

Subsidiary ledger,
Update Thanh Do’s 131 subsidiary ledger: email accountant
460,000,000 + 1,236,600,000 = 1,696,600,000.
Send the invoice to Thanh Dé’s accountant; note
the promise to pay 460,000,000 on 12 October
Kep don dat hang, phiéu xuét kho, hoa don
1630 thanh mot bo, danh s6 theo ngay Bo chung tir Khong c6
Clip the order, delivery note and invoice into one = Document set None
set and number it by date
Béo ké toan truong s6 luong di xuét va
d?anh '[hlrl tror\1g ngé}j. G%é Vénkchuaighi Yi Pang Thi Hong
17:00 | Ropertiohe s et the quontites | CTichlcOngviEe | Nhung
] : i ] Work note Dang Thi Hong
issued and the day’s revenue. Cost of sales is not
Nhung
posted yet because the company uses a month-
end weighted average
Dinh khoan / Journal entries
08/10 No¢ TK 131 — Phai thu ctia khach hang .....ceeeceeeicsnicssnrcsnncsercsnncsnnenns 1.236.600.000
C6 TK 511 — Doanh thu ban hang va cung cép dich vu........ 1.145.000.000
Co6 TK 3331 — Thué gia trj gia ting phai NOP .......cooevveveevereenene 91.600.000
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Gia von cua 16 nay chd dén 31/10. Khi d6 Huy ghi gid vén SN18 500 x 1.154.000 =
577.000.000 ddng va SNT18 200 x 1.680.000 = 336.000.000 dong, cung véi gia von cac
ma hang ban 1é, thanh 1.288.600.000 dong cho ca thang.

The cost of this order waits until 31 October. Huy then posts SNI8 500 x 1,154,000 =
577,000,000 dong and SNT18 200 % 1,680,000 = 336,000,000 dong, together with the cost of the
retail items, making 1,288,600,000 dong for the month.

GHI NHO / KEY POINT — Ngay ban hang chi ghi doanh thu va phai thu. Phiéu xuat kho
trong ngay mang s6 lwong, chuwa mang tién, vi gia xuit kho binh quan chi biét sau khi hét
thang. Pung ty dién don gia tam vao s6 rdi quén sira.

On the day of sale you record only revenue and the receivable. The delivery note carries quantity, not
money, because the average issue cost is known only after the month closes. Do not enter a
provisional price in the books and forget to correct it.

LOI HAY GAP / COMMON MISTAKE — Lip hoa don va ghi doanh thu khi méi nhan
don dit hang, hang chwa xuat kho. Doanh thu va phai thu phinh 1én, thué GTGT dau ra bi
khai sém, trong khi thé kho van con di hang. Chi ghi doanh thu khi phiéu xuat kho d4 c6 va
khach d3 nhan hang; hoi ké toan truong mdc 1ap héa don theo Nghi dinh 254/2026 trude khi
1ap héa don dau tién.

Raising the invoice and booking revenue when only the purchase order has arrived and the goods
have not left the warehouse. Revenue and receivables swell, output VAT is declared early, and the
stock card still shows the goods. Book revenue only once a delivery note exists and the customer has
received the goods, ask the chief accountant for the invoicing trigger under Decree 254/2026 before
you issue your first invoice.

1.7. Quan hé véi phong ban va bén ngoai — Working with other departments and

outside bodies

Ké toan 1a phong nhan hd so ctia moi phong khac rdi tra lai s6 liéu. Bang dau liét ké bon
dau méi trong cong ty; bang sau liét ké nim bén ngoai, kém mdc thoi gian di kiém.
Accounting is the department that receives paperwork from every other department and returns
figures. The first table lists four internal contacts, the second lists five outside parties with the
deadlines that have been checked.
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Kinh doanh
don hang, hgp dong, bang gia

Kho

Co quan thué
to khai, nop thué, giai trinh

phiéu nhdp, phiéu xuat, kiém ke

Nhén sy — hanh chinh
chdm cong, hop dong lao dong

Ngan hang
ity nhiém chi, s6 phy, hd so vay

Phong ké toan
Hoang Lam

Bio hiém xa hoi
tang giam lao dong, np tién

Ban gidm déc
duyét chi, ky, nhan béo cao

B0 phan

Department

Trong cong ty

Kiém todn
6 séch, doi chiu, xac nhan

Nha cung cép, khach hang
héa don, dbi chiéu cong ng

Bén ngoai

Hinh 1.2. Phong ké toan Hoang Lam va cac dau mdi lam viéc cing
Figure 1.2. The Hoang Lam accounting department and the parties it works with

Ho dwa cho ké toan
They give accounting

Ke toan tra lai
Accounting gives back

Ché hay vuéng

Where it sticks

Kinh doanh
Sales

Kho

Warehouse

Hanh chinh —
nhan su
Administration
and HR

Pon dit hang, hop dong,
bang gi4, d¢ nghi thu ng
Orders, contracts, price lists,
requests to chase payment

Phiéu nhép, phiéu Xuat,
thé kho, két qua kiém ké
Goods received and delivery
notes, stock cards, stocktake
results

Béang cham cong, hop
ddng lao dong, théng bao
nhan vién méi hodc nghi
viéc, héa don chi phi van
phong

Timesheets, employment
contracts, notices of joiners
and leavers, office expense
invoices

Hoa don, bang tudi
no, 1ai gdp theo mat
hang

Invoices, debt ageing,
gross profit by product

Béo cdo nhap — xudt —
ton, don gia xuét kho
Stock movement report,
issue cost

Bang luong, phiéu
lwong, s6 liéu bao
hiém

Payroll, payslips,
insurance figures

Dé nghi lap hoa don sém
hodc mudn so voi ngay giao
hang; chiét khau hira miéng
khong c6 van ban

Requests to invoice before or
after delivery, verbal discounts
with nothing in writing

Hang vé chua c6 héa don;
xudt trude, lam phiéu sau
Goods arriving before the
invoice, issuing first and
writing the note afterwards

B4o mun nguot nghi viée
nén bao hiém va thué tinh
sai ky

Late notice of leavers, so
insurance and tax fall in the
wrong period
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B0 phan

Ho dwa cho ké toan

Ke toan tra lai

Ché hay vuéng

Where it sticks

Department

Ban giam doc
Management

Bén ngoai

Outside party

They give accounting

Dé nghi chi, hop dong
vay, chu truong kinh

doanh

Payment requests, loan
agreements, business

decisions

Lam viéc ve
Business with them

Accounting gives back

tai chinh

monthly result, financial

Statements

Ho so hai bén trao doi
Documents exchanged

Béo céo tién, cong no,
ket qua thang, bao céo

Cash, receivables,

Yéu cdu stra s hoidc ghi
theo ¥ muén; xem Piéu 13
va DPiéu 51 khoan 2 & muc
1.8

Requests to alter figures; see
Articles 13 and 51(2) in
section 1.8

Mbe da kiém
Checked deadline or figure

Co quan thué
Tax authority

Ngan hang
Bank

Bao hiém x4
hoi

Social
insurance
agency

Khai, nop thué;
giai trinh khi co
yéu ciu

Filing and paying
tax; explaining
when asked

Chuyén tién, vay
Vél’l, cung Cé{lp Sé
phu

Payments,
borrowing,
Statements

Dang ky dong,
bao tang giam lao
dong, nop tién
hang thang
Registering

To khai GTGT quy, to
khai quyét toan, bang
ké hoa don, ching tir
ndp tién

Quarterly VAT return,
annual finalisation
return, invoice listings,
payment receipts

Uy nhiém chi, sb phu,
hop ddng tin dung, bao
cdo tai chinh gui ngan
hang

Payment orders,
statements, credit
agreement, financial

statements sent to the
bank

Danh sach lao dong,
muc luong dong,
chung tir ndp tién
Employee list, insurable
pay, payment receipts

Hoang Lam khai GTGT theo quy:
han 1& ngay cudi ciing cia thang
dau quy sau, quy 4/2026 1a
31/01/2027. Quyét toan thué: ngay
cudi cling ctia thang thir 3 ké tir
ngay két thuc ky quyét toan, nam
2026 1a 31/3/2027 (Nghi dinh
252/2026 Diéu 10 khoan 3, khoan
5)

Hoang Lam files VAT quarterly: due
on the last day of the first month of the
next quarter, so 31 January 2027 for
04 2026. Tax finalisation: the last day
of the third month after the end of the
finalisation period, so 31 March 2027
for 2026 (Decree 252/2026 Art. 10, cl.
3and5)

Khoan vay 700.000.000 dong, 1ai
7,2% mdt nam, 1ai thang 10 la
4.200.000 dong. Bao cao giri ngan
hang phai cing s6 voi bao cao nop
thué (Diéu 13 khoan 10)

Loan of 700,000,000 dong at 7.2% a
year, October interest is 4,200,000
dong. Statements sent to the bank must

carry the same figures as those filed
for tax (Art. 13, cl. 10)

Thang 10/2026 trich theo luong:
doanh nghiép 49.585.000 dong
(23,5%, gdm kinh phi cong doan
2%), nguoi lao dong 22.155.000
ddng (10,5%)
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Lam viéc ve
Business with them

Bén ngoai

HOb so hai bén trao dbi

Moc da kiem

Outside party

contributions,
reporting joiners
and leavers,
monthly payments

Soat so sach,
chung tir; xin xac
nhan so du

Kiém toan

Auditors Reviewing books
and documents;
requesting balance
confirmations
Déi chiéu cong

Nha cung ng, trao d6i hoa

cap, khach don

hang Balance

Suppliers and  confirmations,

customers exchanging
invoices

Documents exchanged

S0 cai, s0 chi tiét, bién
ban kiém ke, thu xéac
nhén cong ng

General ledger,
subsidiary ledgers,
stocktake records,
balance confirmation
letters

Bién ban dbi chiéu
cong ng, hoa don
Balance confirmation
records, invoices

Checked deadline or figure

October 2026 payroll charges:
employer 49,585,000 dong (23.5%,
including 2% union fee), employees
22,155,000 dong (10.5%)

Béo céo tai chinh ndm np trong 90
ngay ké tir ngay két thuc ky ké toan
nam, tirc 31/3/2027 cho nam 2026
(Luat Ké toan Piéu 29 khoan 3);
béo céo thudc dién bét budc kiém
toan phai kiém toan trudc khi nop
(Diéu 33 khoan 1)

Annual financial statements are due
within 90 days of the end of the annual
accounting period, so 31 March 2027
for 2026 (Accounting Law Art. 29, cl.
3); statements that must be audited are
audited before filing (Art. 33, cl. 1)

Thanh D6 tra 460.000.000 dong
ngay 12/10; Hoang Lam tra Son
Tan Phong 620.000.000 dong ngay
15/10

Thanh D6 pays 460,000,000 dong on
12 October; Hoang Lam pays Son Tan
Phong 620,000,000 dong on 15
October

GHI NHO / KEY POINT — Moi con sb dua ra ngoai cong ty phai truy dugc vé sd va chimg
tir. S6 giri ngan hang, s6 khai thué va sé cho kiém toan 13 mot bo sd; Piéu 13 khoan 10 cAm
cung cap bao céo tai chinh c6 sb liéu khong ddng nhat trong cing mét ky.

Every figure that leaves the company must trace back to the books and documents. The numbers given
to the bank, filed for tax and shown to the auditors are one set; Article 13, clause 10 prohibits
financial statements with inconsistent figures for the same period.

1.8. Piéu cAm, diéu kién va nguoi khong dwoe 1am ké todn — Prohibited acts,

requirements and who may not work as an accountant

Piéu 13 Luat Ké toan liét ké 15 hanh vi bi nghiém cidm. Bang sau chon tam hanh vi
nguoi 1am ké toan hing ngay dé cham ti.

Article 13 of the Accounting Law lists 15 prohibited acts. The table picks eight that people in
daily accounting work come close to.
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Hanh vi bi cam

Prohibited act

Gap 6 dau trong cong viéc
Where it shows up at work

Gi4d mao, khai man hoac ép budc nguoi
khac gia mao, khai man, tay x6a ching tir
ké todn hodc tai liéu ké toan khac

Forging or falsifying, or forcing another to
forge or falsify, or erasing accounting
documents or other records

Co y cung cép, xac nhan thong tin, s6 liéu
ké toan sai su that

Knowingly providing or confirming false
accounting information

pé ngoai s6 ké toan tai san, ng phai tra cua
don vi hodc c6 lién quan dén don vi
Leaving the unit’s assets or liabilities, or those
connected with it, outside the books

Huy hodc ¢ ¥ 1am hu hong tai liéu ké toan
trude khi hét thoi han luu trir (Diéu 41)
Destroying or deliberately damaging
accounting records before the retention period
ends (Art. 41)

Ngudi quan 1y, diéu hanh don vi kiém lam
ké toan, thu kho, thu quy, trir doanh nghiép
tu nhan va cong ty trach nhiém hiru han do
mot ca nhan lam cha sé hiru

A manager or executive also acting as
accountant, storekeeper or cashier, except in a
sole proprietorship or a single-member
company owned by an individual

B6 tri hodc thué ngudi lam ké toan, ké
toan truong khong du tiéu chuan theo Piéu
51 va Diéu 54

Assigning or hiring an accountant or chief

accountant who does not meet Articles 51 and
54

Tay sb tién trén phiéu chi; 1am thém bién ban
di chiéu cho du bo ho so

Erasing the amount on a payment voucher;
producing a confirmation after the fact to
complete a file

Xéc nhén véi khach sé du khac sd; tra 1oi
ngan hang bang sb chwa khép s6 chi tiét
Confirming to a customer a balance that differs
from the books; answering the bank with figures
not yet matched to the ledger

Khach chuyén tién vao tai khoan ca nhan
chwa ndp vé cong ty; hang nhan ky giri khong
ghi s6

A customer pays into a personal account that is
not passed to the company; consignment goods
not recorded

Don ti hd so bo ching tir nam cil; x6a tép
trén may chu khi chua sao luu. Thoi han luu
trit 5 nim, 10 ndm hozc vinh vién (Nghi dinh
174/2016 Piéu 12 dén 14)

Clearing the filing cabinet of old vouchers;
deleting files from the server with no backup.

Retention is 5 years, 10 years or permanent
(Decree 174/2016 Arts. 12 to 14)

Giam ddc ty gitr quy hodc tu ghi s6
The director holding the cash or posting the
books personally

Giao viéc ké toan truong cho ngudi chua co
chung chi boi dudng ké toan truong

Giving the chief accountant’s work to someone
without the chief accountant training certificate
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Hanh vi bi cam Gap 6 dau trong cong viéc

Prohibited act Where it shows up at work

Thué, muogn, cho thu€, cho muon ching

chi ké toan vién, Gidy chimg nhan ding ky
9 hanh nghé dich vu ké toan

Renting or lending an accountant certificate or

Cho cong ty khac dung tén bang ctia minh dé

lay phi

Letting another company use your certificate for
a practising registration certificate afee
Lap hai hé thong s6 ké toan tai chinh tre
1én hodc cung cép, cong bd bao céo tai
chinh ¢6 s6 liéu khong dong nhit trong

10 cung mot ky

“So hai bo”’: mot bo cho co quan thue, mot b
cho ngan hang hodc chu s¢ hiru

“Two sets of books”: one for the tax authority,

Keeping two or more sets of financial books, another for the bank o owners

or issuing financial statements with
inconsistent figures for the same period

Hau qua phap 1y cta cac 16i ndy ndm & Nghi dinh 41/2018/ND-CP, Chuong II (phan ké
todn con hi¢u luc), stra bdi Nghi dinh 102/2021/ND-CP. Muc phat tdi da cho mot hanh vi
14 50.000.000 dong voi ca nhan va 100.000.000 dong véi to chirc (Piéu 6 khoan 1). Cac
murc trong bang sau 1a muc ap dung cho ¢ nhén; to chirc cing hanh vi bi phat gép 2 lan
(Diéu 6 khoan 2, sira bai Piéu 5 Nghi dinh 102/2021).

The legal consequences sit in Decree 41/2018/ND-CP, Chapter Il (the accounting part remains
in force), amended by Decree 102/2021/ND-CP. The maximum fine for one act is VND
50,000,000 for an individual and VND 100,000,000 for an organisation (Article 6, clause 1). The

scales in the next table are those for individuals, an organisation committing the same act is
fined twice as much (Article 6, clause 2, as amended by Article 5 of Decree 102/2021).

Hanbh vi Can cr Mikrc phat, c4 nhan
Act Basis Fine, individual

L Diéu 8 khoan 1 3.000.000 dén 5.000.000
Tay x0a, stra chita chung tir ke toan

Erasing or altering an accounting document diém b déng
& & & Art. 8, cl. 1(b) VND 3,000,000 to 5,000,000
Didu 8 khodn 2 5.000.000 dén 10.000.000

Ky chimg tir ké toan kho ing thi & : 5
y chung tu ké toan khong diing tham quyén didm ¢ dong

Signing an accounting document without authority Art. 8, cl. 2(c) VND 5,000,000 to
rt. 8, cl. 2(c

10,000,000
A A a \ A , . ‘A I3 <A 5 2 . . §

Khong 1ap ching tir ké toan khi nghi€p vu phat  Dicu 8 khoan 3 0.000.000 dfn
sinh didm d 30.000.000 dong
Not raising a d t when a transacti Art. 8, cl. 3(d) VND 20,000,000 to

ol raising a aocument wnen a lransacition occurs rit. o, Cl. 30’000,000
Chi :[{en’khlxchung ;[u chi chua du chir ky cua Didu 8 khodn 3 20.000.000 di:n
nguoi c6 tham quyén didm e 30.000.000 dong
Paying out before the voucher carries all required Art. 8, cl. 3(e) VND 20,000,000 to
signatures Y 30,000,000
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Hanh vi Mikrc phat, ca nhan

Act Fine, individual

Hach toan khong ding ndi dung quy dinh cta 5.000.000 dén 10.000.000

Piéu 10 khoén 1

tai khoan ké toan didm a dong
Posting contrary to the prescribed content of an Art. 10, cl. I(a) VND 5,000,000 to
account e 10,000,000

Khong to‘ .ch}rc baAn glrao cong tac ke toan khi Bidu 17 khoan 1 5 .‘AOOO.OOO dén 10.000.000
thay nguoi lam ke toan didm dong

i1 hen t D 5,000,
Not organising a handover when the accountant Art. 17, cl. 1(c) VND 5,000,000 to

changes 10,000,000

B6 tri ngudi ma phap luat khong cho lam ké Diéu 17 khoan 2 10.000.000 dfn

todn didm b 20.000.000 dong
. : . VND 10,000,000 to

Assigning someone the law bars from accounting Art. 17, cl. 2(b) 20,000,000

B(? tri nguo:1 quiln 1},,’ dieu haAnh kiém ké toan, Pidu 17 khodn 3 20.000.000 de;n

tha kho, thu quy (trir ngoai 1¢) 30.000.000 dong

o diém a
Assigning a manager to double as accountant, VND 20,000,000 to

Art. 17, ¢cl. 3
storekeeper or cashier (except where permitted) g cl. 3(a) 30,000,000

Diéu 52 liét ké bdn nhom nguoi khong duge lam ké toan. Diéu 51 dat hai tiéu chuan cho
nguoi dugc lam: pham chat dao dirc nghé nghiép, trung thuc, liém khiét, ¢6 y thic chap
hanh phap luat; va trinh ¢ chuyén mon, nghi€p vu vé ké toan.

Article 52 lists four groups who may not work as accountants. Article 51 sets two standards for

those who may: professional ethics, honesty, integrity and respect for the law, and professional
competence in accounting.

Ai khong dwoc 1am ké toan (Diéu 52) Ap vao Hoang Lam

Who may not (Art. 52) Applied at Hoang Lam

Ngudi chua thanh nién; nguoi bi Toa an tuyén bd
han ché hodc mat nang lyc hanh vi dan su; nguoi
dang chép hanh bién phéap dua vao co s gido duc

1 bét budc, co sd cai nghi¢n bit budc
Minors; people the court has declared to have limited or

Thuec tap sinh duéi 18 tudi khong
duogc giao ghi sb
An intern under 18 may not be given

. ) . bookkeeping
no civil capacity, people serving a compulsory

education or compulsory drug treatment measure

Ngudi dang bi cdm hanh nghé ké toan theo ban an Cong ty phai kiém tra trudc khi giao
hodc quyét dinh ctia Toa 4n; dang bi truy ctru trach  viéc; bd tri nguoi thugc nhém nay bi
nhié¢m hinh sw; dang chip hanh hinh phat ti hodc ~ phat theo Diéu 17 khoan 2 diém b

5 da bi két én vé to1 xam pham trat ty quan Iy kinh té, Nghi dinh 41/2018
toi pham vé chirc vu lién quan tai chinh, ké toan ma  7The company must check before

chua duoc x6a an tich assigning work; assigning such a person
People barred from accounting by a court judgment or 1S fined under Decree 41/2018 Art. 17,
decision; under criminal prosecution, serving a prison cl. 2(b)
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Ai khéng dwoc 1am ké toan (Piéu 52)

Who may not (Art. 52)

Ap vao Hoang Lam
Applied at Hoang Lam

sentence, or convicted of offences against economic
management or of office-related offences concerning
finance or accounting whose record has not been
expunged

Cha me, vo chéng, con, anh chi em rudt cua nguoi
dai dién theo phap luat, ngudi ding dau, giam ddc,
téng giam dbc, cp phé phu trach tai chinh - ké
toan, ké toan truong trong ciing don vi, trir doanh
nghiép tu nhan, cong ty trach nhiém hitu han mot
ca nhan 1am chu sé hiru va céc truong hop Chinh
phui quy dinh (Nghi dinh 174/2016 Diéu 19 khoan
2 thém doanh nghiép siéu nho khong co von nha
nuoc)

Parents, spouse, children, siblings of the legal
representative, head, director, general director, deputy
in charge of finance and accounting, or chief accountant
of the same unit, except sole proprietorships, single-
member companies owned by an individual and cases
set by the Government (Decree 174/2016 Art. 19, cl. 2
adds micro enterprises with no state capital)

Nguoi dang 12 nguoi quan 1y, diéu hanh, thu kho,
thi quy, nguoi mua, ban tai san trong cung don vi,
trir cac ngoai 1¢ nhu khoan 3

A manager or executive, storekeeper, cashier, or person
who buys or sells assets in the same unit, with the same
exceptions as clause 3

Em rudt ctia giam déc Pham Vian
Lam khong dugc 1am ké toan &
Hoang Lam néu khong thudc ngoai
1é

A sibling of the director Pham Van Ldm
may not work as an accountant at
Hoang Lam unless an exception applies

Lé Thi Mai (thu qu¥), P6 Vin Hung
(tht kho) va giam dbc khong ghi s6
ké toan

Lé Thi Mai (cashier), P Van Hing
(storekeeper) and the director do not
post the accounting books

Piéu 51 khoan 2 trao cho ngudi lam ké toan quyén doc lap vé chuyén mon, nghiép vu;
quyén bao luu y kién chuyén mén bang van ban khi khac y kién v6i ngudi ra quyét dinh;
va quyén bao cdo bang vin ban khi thdy hanh vi vi pham phap luat vé tai chinh, ké toan.
Néu van phai chap hanh quyét dinh thi bao cao 1én cap trén truc tiép cua ngudi ra quyét
dinh hodc co quan nha nudc co tham quyén, va khi d6 khong phai chiu trach nhiém vé
hau qua cta viéc thi hanh quyét dinh. Khoan 3 budc nguoi lam ké toan cii ban giao cong
viéc va tai liéu cho ngudi méi, va van chiu trach nhiém vé thoi gian minh lam.

Article 51, clause 2 gives accountants independence in professional matters, the right to put a
differing professional opinion on record in writing, and the right to report in writing when they
see a breach of finance or accounting law. If the decision must still be carried out, they report to
the superior of the person who made it, or to the competent state body, and are then not
responsible for the consequences of carrying it out. Clause 3 requires an outgoing accountant to
hand over work and records to the successor, and the outgoing accountant stays responsible for
the period of their own work.
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LOI HAY GAP / COMMON MISTAKE — Lam theo 15i ddn miéng “ghi lii sang théang
trude cho dep s6”. Gia st truong phong kinh doanh Tran Pirc Toan nho 1ap héa don ngay
08/10 nhung ghi ngay 30/9 dé du chi tiéu quy 3. D6 1a khai man chimg tir (Piéu 13 khoan 1),
phat 20 dén 30 triéu dong theo Diéu 8 khoan 3 diém a Nghi dinh 41/2018 khi chwa dén mirc
truy ciru trach nhiém hinh sy, va ngudi lap hoa don 1a nguoi ky tén. Tir chdi, dé nghi bang thu
dién tir giri ké toan truong néu rd Piéu 51 khoan 2.

Following a spoken instruction to “backdate it to last month to tidy the figures”. Suppose the sales
manager Tran Pirc Todn asks you to raise the 8 October invoice but date it 30 September to meet the
Q3 target. That is falsifying a document (Article 13, clause 1), fined VND 20 to 30 million under
Article 8, clause 3(a) of Decree 41/2018 where it falls short of criminal liability, and the person who
raises the invoice is the person who signs. Refuse, and send the chief accountant an email setting out
the request and citing Article 51, clause 2.

1.9. Pao dirc nghé nghi€p — Professional ethics

Chuin muc dao duc nghé nghiép ké toan, kiém toan ban hanh kém Thong tu
70/2015/TT-BTC, hiéu lyc tir 01/01/2016. Phan C ap dung cho ngudi c6 ching chi hanh
nghé ké toan hoic chimg chi kiém toan vién lam viéc trong doanh nghiép (Piéu 2 khoan
3). Nguoi chua co ching chi chua thudc doi tugng ap dung tryc tiép, nhung nim nguyén
tic co ban & doan 100.5 1a thudc do ctia nghé va 13 diéu ban s& phai tuan tha khi co
chung chi.

The Code of Professional Ethics for Accountants and Auditors issued with Circular 70/2015/TT-
BTC took effect on 1 January 2016. Part C applies to holders of an accountant’s practising
certificate or an auditor’s certificate who work in businesses (Article 2, clause 3). Someone

without a certificate is not directly bound, but the five fundamental principles in paragraph
100.5 are the benchmark of the trade and what you will have to follow once certified.

Nguyén tic Noi dung theo chuin muc Tinh hudng ¢ Hoang LAm

Principle What the code says A situation at Hoang Lam

Théng thén, trung thuc trong moi
quan hé chuyén moén va kinh doanh;
khong dé bi gin tén véi béo céo, to
khai c6 sai sot trong yéu hodc gay
Tinh chinh tryc  hjéu nham (doan 110.2)
Integrity Straightforward and honest in all
professional and business dealings; not

K¢é toan truong khong ky bao cdo tai
chinh khi TK 131 chua khép s6 chi tiét;
Thu khéng ky phiéu nhép khi chua co
s thii kho dém

The chief accountant does not sign the
statements while 131 disagrees with the
subsidiary ledger, Thu does not sign a

to be associated with reports or returns . X
P goods received note before the

containing material errors or misleading ,
storekeeper’s count

information (para. 110.2)

Khong dé thién vi, xung dot lgi ich Nha cung cép biéu riéng qua cho ké
hay anh huong khong hop 1y chi phdi  toan kho va dé nghi nhap thém hang:

Tinh khach ] . > R R ) K N

. xét doan chuyén moén béao ké toan trudng, khong nhan

Olasioty Not letting bias, conflicts of interest or A supplier offers the inventory accountant a
undue influence override professional private gift and asks for bigger orders: tell
Jjudgement the chief accountant and decline
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Nguyén tic

Noi dung theo chuin muc

Tinh hudng & Hoang Lam

Principle

Néng luc
chuyén mon va
tinh than trong
Professional
competence and

What the code says

Duy tri kién thirc, k¥ ndng & muc can
thiét; hanh dong than trong theo
chuin muc nghé nghiép va k¥ thuat
Maintaining the knowledge and skill
needed, acting with due care under

A situation at Hoang Lam

Thong tu 99/2025 4p dung tir nam 2026:
tu hoc danh muc tai khoan mai thay vi
hach toan theo thoi quen cii

Circular 99/2025 applies from 2026: study
the new chart of accounts rather than post

due care applicable standards from old habit
Khong tiét 16 thong tin c6 dugce tir
quan hé chuyén mon cho bén thir ba
khi chua duoc phép, trir khi c6 quyén Bang luong 12 nguoi, gia ban cho
hodc nghia vu theo phap luat; khong  Thanh D6, s6 du cong no: khong giri
Tinh bao mat dung théng t1r.1 7Vl loi ich c4 nhan cho ngu;(n ngf)al, khong dua vao cong
Confidentiality ~ (doan 100.5 diem d) cu Al cong cong
‘ Not disclosing information gained in The 12-person payroll, the price charged to
professional work to third parties Thanh Do, receivable balances: not sent
without authority, unless legally entitled  outside, not pasted into public Al tools
or obliged; not using it for personal gain
(para. 100.5(d))
. N Tuan thu phap luat; tranh hanh vi lam . N Lo oz
Tu cach nghe . p p I Khong nhén “lam dep s0” cho ban be de¢
A giam uy tin nghe nghi¢p (doan 150.1) N
nghiép _ _ - vay ngéan hang
. Complying with law; avoiding conduct . . . .
Professional ; ) .. Not agreeing to “tidy the figures” for a
) that discredits the profession (para. L
behaviour friend’s bank loan

150.1)

Khi bi yéu cau 1am diéu trai nguyén tic, lam theo bdn budc. Budc 2 dén budc 4 nam
trong quyén cta ban theo Diéu 51 khoan 2; budc 4 13 16i thoat luat cho phép khi quyét
dinh van dugc ban hanh.

When asked to do something against these principles, work through four steps. Steps 2 to 4 are

within your rights under Article 51, clause 2; step 4 is the way out the law allows when the
decision is still issued.

1. Hoi lai bang thu dién tir: yéu cau cu thé 1a gi, chig tir ndo lam can ci, ai duyét.
Ask again by email: what exactly is requested, which document supports it, who approved it.
2. Néu y kién chuyén mon khac bang vin ban, trich dung Diéu, khoan (bao luu ¥ kién,
Diéu 51 khoan 2).
State your differing professional opinion in writing, citing the exact Article and clause
(preserving your opinion, Article 51, clause 2).

3. B4o cao bang vin ban cho ké toan trudng hodc nguoi dai dién theo phap luat cua don
Vi.

Report in writing to the chief accountant or the unit’s legal representative.

4. Néu van phai chap hanh, bao céo 1én cap trén truc tiép ctia nguoi ra quyét dinh hoic
co quan nha nude c6 thim quyén; khi d6 ban khong phai chiu trach nhiém vé hau qua
ctia viéc thi hanh quyét dinh.

If you must still comply, report to the direct superior of the decision-maker or to the
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competent state body, you are then not responsible for the consequences of carrying out the
decision.

LOI HAY GAP / COMMON MISTAKE — Chup bang lwong giri nhém ban bé dé hoi cach
tinh thué TNCN. Bang lwong chira ho tén, muc luong va s nguoi phu thude cua 12 nguoi; do
1a thong tin ¢6 dugc tir cong viéc, thudc pham vi bado mat. Mubn hoi, che tén va doi sé hodc tu
dung mot bang vi du.

Photographing the payroll and posting it to a friends’ group to ask how personal income tax works.
The payroll holds names, pay and dependants of 12 people; it is information gained through the job
and falls under confidentiality. If you want to ask, cover the names and change the figures, or build
your own example.

1.10. Phin mém va AI: may lam gi, ngudi 1am gi — Software and AI: what

machines do and what people do

Hoang Lam ghi Nhat ky chung trén phan mém. Phan mém cong s6 va lap bao céo tir but
toan da nhap; n6 khong biét but toan d6 dung hay sai. Bang sau tach timg viéc thanh phan
may 1am va phan ngudi phai lam.

Hoang Lam keeps its general journal in software. The software totals the ledgers and builds
reports from the entries keyed in, it does not know whether an entry is right. The table splits

each task into what the machine does and what a person must do.

Viéc
Task

Cong $0, lap s0
céi, so chi tiét,
bang can ddi s6
phat sinh
Totalling, ledgers,
trial balance

Nhap héa don
dau vao
Entering input
invoices

baoi chiéu s6 phu
ngan hang
Bank reconciliation

Phan mém hoic Al 1am

Software or Al does

Tu cOng, tu chuyén tr
Nhat ky chung sang s6
cai

Totals and carries from the
Journal to the ledger
automatically

Poc tép hoa don dién ti,
dién sin ngudi ban, ma
s6 thué, s6 tién, thué suét
Reads the e-invoice file and
pre-fills seller, tax code,
amount and rate

Ghép dong s6 phu véi
dong s6 tién giri theo b
tién, ngay

Matches statement lines to
ledger lines by amount and
date

Nguwoi lam va chiu trach nhiém
The person does and answers for

Chon ding tai khoan va dinh khoan ding ban
chat; so4t but toan trudc khi duyét

Choosing the account and the right substance of the
entry; reviewing before approval

Kiém hoa don hop 1é va thué suat dung: cude
vién théng 2.500.000 dong chiu 10%, thué
250.000 dong

Checking validity and the correct rate: the 2,500,000
dong telecom charge bears 10%, tax 250,000 dong

Xtr Iy dong chua khép: tién vao khong 16 noi
dung, phi ngan hang, chuyén nham

Resolving unmatched lines: receipts with no reference,
bank charges, misdirected payments
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Viéc

Task

Tinh lvong, bao
hiém, thué TNCN
Payroll, insurance,
personal income
tax

Tinh gia xuét kho
binh quan
Average issue cost

Soan thu nhic ng,
tom tit hop dong,
giai thich van ban
(AI)

Drafting reminders,
summarising
contracts,

explaining rules

(A

Kiém ké hang va
quy

Counting stock and
cash

Ky bao cao tai
chinh, t& khai
Signing statements
and returns

Phan mém hoic Al 1am
Software or Al does

Tinh theo cong thirc va
bicu thué da cai
Calculates by the formula
and tax table set up

Chia tong gia trj cho tong
sO lugng khi khoa s6
Divides total value by total
quantity at closing

Viét ban nhap, rut gon
van ban dai

Writes a draft, shortens a
long text

Béo s6 ton theo sb
Reports the book balance

Khong ky dugc; chi in
hodc xuét tép

Cannot sign; only prints or
exports

Nguwoi lam va chiu trach nhiém
The person does and answers for

Cap nhat khi van ban d6i; nhap dung sd nguoi
phu thugc da dang ky (vi du ngay dudi bang)
Updating when the rules change, keying the registered
number of dependants (see the example below)

Béo dam di nhép du chi phi van chuyén
(5.000.000 ddng ciia BB40) trudc khi chay
Making sure all carriage (5,000,000 dong on BB40) is
entered before running it

Kiém lai sé tién, tén, ngay; doc diéu luat tir van
ban géc vi Al ¢6 thé trich sai s6 hiéu hodc mirc
phat; khong dua ma sb thué, luong, s tai khoan
vao cong cu ngoai khi cong ty chua cho phép
Re-checking amounts, names and dates, reading the
law from the original text since Al can misquote
numbers or fines; not entering tax codes, pay or
account numbers into outside tools without company
approval

Pém thyec té, 1ap bién ban, xac dinh nguyén nhan
chénh 1éch va phan anh vao s trude khi lap bao
c4o tai chinh (Piéu 40 khoan 3)

Physically counting, preparing the record, finding the
cause of differences and posting them before the

financial statements are prepared (Art. 40, cl. 3)

Béo céo tai chinh phai c6 chir ky ciia nguoi 1ap,
ké toan trudng va nguoi dai dién theo phap luat;
ngudi ky chiu trach nhiém vé néi dung (Diéu 29
khoan 2 diém d)

The statements must carry the signatures of the
preparer, the chief accountant and the legal
representative; each signatory answers for the content

(Art. 29, cl. 2(d))

Vi DU/ EXAMPLE — Giam d6¢ Pham Vin Lam lwong 45.000.000 dong, bao hiém ngudi
lao dong 4.725.000 dong, da ding ky 2 nguoi phu thude: thué TNCN 737.500 dong. Néu Thu
nhap nham 1 ngudi phu thudc, phan mém van tinh tron tru va ra 1.357.500 dong, khau trir du
620.000 dong mdi thang, tirc 7.440.000 dong mot ndm. Phan mém khoéng co cach biét sé nhap
sai; ngudi doi chiéu véi hd so nguodi phu thude méi biét.

Director Pham Van Lam earns 45,000,000 dong, employee insurance is 4,725,000 dong, and 2
dependants are registered: personal income tax is 737,500 dong. If Thu keys I dependant by mistake,
the software calculates smoothly and returns 1,357,500 dong, an over-deduction of 620,000 dong a
month, or 7,440,000 dong a year. The sofiware cannot know the input is wrong; only a person
comparing it with the dependants’ records will.
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Piéu 17 khoan 2 yéu cau chung tir dién tir bao dam tinh bao mat va bao toan dir licu,
dugc quan 1y chéng khai thac, xAm nhép, sao chép, danh cap hoic sir dung khong dung
quy dinh. Trong cong viéc: mdi ngudi mot tai khoan phan mém véi quyén riéng, nguoi
1ap khong tu duyét, va c6 ban sao luu dir liéu theo lich.

Article 17, clause 2 requires electronic documents to keep their confidentiality and integrity and
to be controlled against misuse, intrusion, copying, theft or improper use. In practice: one

software account per person with its own rights, the preparer does not approve their own entry,
and data is backed up on a schedule.

GHI NHO / KEY POINT — May lam phan cong, ghép va soan thao; ban lam phan quyét
dinh ban chét nghiép vu, ddi chiéu vai thuc té, ky tén va chiu trach nhiém. Khi bao cdo sai, co
quan thué va kiém toan tim nguoi ky, khong tim phan mém.

The machine adds, matches and drafts; you decide the substance of the transaction, compare it with
reality, sign and answer for it. When a statement is wrong, the tax authority and the auditors look for
the signatory, not the software.

1.11. Viéc can 1am ngay — Action checklist

* Chép Piéu 3 khoan 8 va Diéu 4 vao s6 tay, rOi viét nam viéc ban s& 1am tuin nay
tuong Ung voi nam dong tir: thu thap, xi 1y, kiém tra, phan tich, cung cap.
Copy Article 3, clause 8 and Article 4 into your notebook, then write five jobs you will do this
week, one for each verb: collect, process, check, analyse, provide.

« Lap bang chin vi tri ctia phong ké toan & cong ty ban 1am hodc mudn vao; danh dau vi
tri cia ban va nguoi kiém tra chéo ban.
Draw up the nine roles of the accounting department at the company where you work or want
to work; mark your role and who cross-checks you.

« Xin ké toan trudng so dd phan cong bang van ban; héi ai gitr quy, ai giit kho, ai ghi s6
hai viéc do.
Ask the chief accountant for the allocation of duties in writing, ask who holds the cash, who
holds the stock and who posts the books for both.

« Ty kiém tra bén khoan Diéu 52 véi chinh ban va véi ngudi ban 1am viéc canh: ¢6 ai 1a
thu kho, thii quy hay nguoi than ctia ngudi dimg dau don vi khong.
Test the four clauses of Article 52 against yourself and the people beside you: is anyone a
storekeeper, cashier or close relative of the head of the unit.

« M¢& Luat Ké toan (Vin ban hop nhat 41/VBHN-VPQH), danh dau Diéu 13 va Diéu 51
dén 55; viét ra ndm hanh vi ma cong viéc ctia ban dé cham tdi nhét.
Open the Accounting Law (consolidated text 41/VBHN-VPQH), mark Article 13 and Articles
51 to 55, and write down the five prohibited acts your own work comes closest to.

« Cubi thang nay, ddi chiéu mét tai khoan c6 so chi tiét (TK 131 hodc 331) gitta s cai
va so chi tiét; chénh 1éch phai bang 0.
At the end of this month, reconcile one account that has a subsidiary ledger (131 or 331)
between the general ledger and the subsidiary ledger; the difference must be zero.

« Liét ké phan mém cong ty dang dung, ai co quyén lap, ai c6 quyén duyét timg chirc
nang, va sao luu dir liéu chay luc nao.
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List the software the company uses, who may prepare and who may approve in each function,
and when the data backup runs.

« Poc chuong 110 dén 150 cta Chuin muyc dao dic (Thong tu 70/2015/TT-BTC) va
viét mot tinh hudng that ban di gip Gng véi mot nguyén tic.
Read chapters 110 to 150 of the Code of Ethics (Circular 70/2015/TT-BTC) and write up one
real situation you have met that matches one principle.

« Lap danh sach bén ngoai ban sé& lam viéc cing (co quan thué, ngan hang, bao hiém x4
hoi, kiém toan) va ghi hd so trao d6i cing mdc thoi gian cia timg bén.
List the outside bodies you will work with (tax authority, bank, social insurance, auditors)
and note the documents exchanged and the deadlines of each.

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin
Trang 34



Ké toan thyc hanh tir A dén Z / Practical Accounting from A to Z

Chwong 2. Con dwong vao nghé ké todn — Chapter 2. Getting into

accounting

Sau chwong nay ban lam dwgc — What you will be able to do

« Dém s6 tiét trong bang diém dé biét minh c6 du diéu kién vé bang du thi ching chi ké
todn vién hay chua.
Count the hours on your transcript to see whether you meet the degree condition for the
accountant examination.

« Tinh ngdy du 36 thang cong tac thuc té va ngay hét han cta ching chi boi dudng ké
toan truong.
Work out the date you reach 36 months of practical work and the expiry date of a chief
accountant training certificate.

« Tra Diéu 21 Nghi dinh 174/2016/ND-CP dé xac dinh ké toan truong cia mot cong ty
can trinh d6 nao.
Look up Article 21 of Decree 174/2016/ND-CP to find the qualification a company's chief
accountant needs.
« Chon chimg chi trong nudc hodc qubc té theo muc tiéu nghé va thoi diém hop 1y.
Choose a domestic or international qualification to fit a career goal and a sensible moment.
* Lap ké hoach tu hoc 24 tuan véi san phém tu kiém moi tuan.
Set up a 24-week self-study plan with a self-check product each week.

Xuét phat Vi tri Diéu kién nang bic Pich
Trung cép,
cao dang ké toan \
. 2 hodc 3 nam céng tac
Ké toan . meone | Ké toan
ph?m hanh > + chll.ng (ihl bo% dudng ] truéng
€ toan truong
Dai hoc ké toan, /
kiém toan, tai chinh
K& toan Dai hoc + 36 thing Hanh nghé
e b L + thi 4[m0n | d;ch vu
ong hop (chitng chi ké toan vién) ke toan
Nganh khac
(chuyén nganh)

+ 36 thang, thi 7 moén N Kiém toan
(chtng chi kiém toan vién) vién

Hinh 2.1. Con duodng tir bang cap dén vi tri, di€u kién nang bac va dich nghé nghiép
Figure 2.1. From qualification to post, conditions for moving up, and career destination

2.1. Bang cap, nganh hoc va vi tri dau tién — Qualifications, fields of study and
your first post

Luat Ké toan, Piéu 51 khoan 1, dat hai tiéu chudn cho ngudi 1am ké toan: pham chit dao
dtc nghé nghiép va trinh d6 chuyén mon, nghiép vu vé ké toan. Luat khong ghi tén bang
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cap cho ké toan vién phan hanh. Mtrc bang dugc quy dinh riéng cho ké toan truong (Piéu
54, Nghi dinh 174/2016/NDb-CP Piéu 21) va cho nguodi thi ching chi (Thong tu
91/2017/TT-BTC Diéu 4). Véi vi tri con lai, yéu ciu vé bang nam trong tin tuyén dung
cua tirng cong ty.

Article 51(1) of the Law on Accounting sets two standards for anyone who keeps accounts:
professional ethics and professional competence in accounting. The Law names no degree for an
ordinary accounting clerk. A level of qualification is fixed only for the chief accountant (Article
54; Decree 174/2016/ND-CP, Article 21) and for candidates sitting a professional examination
(Circular 91/2017/TT-BTC, Article 4). For every other post the requirement is whatever the
employer writes in its job advertisement.

Trinh do

Qualification

Trung cap ké
toan
Intermediate-
level diploma
in accounting

Cao dang ké
toan

College
diploma in
accounting

Dai hoc ké
toan, kiém
todn, tai
chinh — ngan
hang

University

Vi tri dau tién
thuwong gap
Usual first post

K& toan kho, cong no,
thanh toan ¢ cong ty
nho va vira; ké toan
thué cho ho kinh
doanh

Stock, receivables or
payments accountant in
a small or medium
company;, tax clerk for a
household business

K¢é toan tong hop &
cong ty nho; ké toan
phan hanh ¢ cong ty
vua

General accountant in a
small company, ledger
accountant in a medium
company

K¢é toan phan hanh ¢
cong ty vura va 16n;
trg 1y kiém toan; ké
toan tai cong ty dich
vu ké toan

Ledger accountant in a

Gidi han theo van ban
Limits set by regulation

Lam ké toan trudng ctia doanh
nghiép khong c6 vbn nha nudc,
von diéu 1¢ dudi 10 ty dong
(NP 174 Diéu 21 khoan 3 diém
g); khong du bang dé du thi
chung chi ké toan vién (TT 91
Diéu 4 khoan 2)

May serve as chief accountant of a
company with no state capital and
charter capital below VND 10
billion (Decree 174, Article
21(3)(g)); the diploma is not
enough to sit the accountant
examination (Circular 91, Article

4(2)

Cung gidi han nhu trung cap vé
chung chi ké toan vién; thoi
gian cong tac dé hoc bdi dudng
ké toan truong 1a 3 nim
(VBHN 39 Diéu 2)

Same limit as the intermediate
diploma on the accountant
examination; 3 years of work are
needed before the chief
accountant course (consolidated
Circular 39, Article 2)

Pu bang du thi ching chi ké
toan vién va kiém toan vién,
cong thém 36 thang cong tac
thue té (TT 91 Diéu 4 khoan 2,
3)

The degree satisfies the

Budéc nang cip
Next step

Hoc lién thong 1én dai
hoc; sau 3 ndm cong
tac hoc chimng chi boi
dudng ké toan truong
Top up to a degree; after
3 years of work take the
chief accountant course

Hoc lién thong 1én dai
hoc dé mo duong thi
chung chi ké toan vién
Top up to a degree to
open the way to the
accountant examination

Thi chimg chi ké toan
vién sau 36 thang; hoc
chimg chi bdi dudng
ké toan trudng sau 2
nam

Sit the accountant
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Trinh do

Qualification

degree in medium or large examination requirement, plus 36 | examination after 36
accounting, company, audit months of practical work months, take the chief
auditing or assistant; accountant at | (Circular 91, Article 4(2), (3)) accountant course after 2
finance and an accounting service years
banking firm
Du thi chimg chi khi bang diém

Vi tri lién ké ké toan  dat tdi thiéu 7% sé tiét hoc

16i chuyén: kho, thu thudc nhém mén tai chinh, ké

mua, hanh chinh, hd toan, kiém toan, phan tich tai
s trf; kinh do‘anh; hoac chiph, :[hué, h‘oéc c6 chung chi
nganh khac ké toan phan I‘lénh sau qucj)c te du dieu kiél:l (TT 91
Universiny  khoa hoc nghé Piéu 4 khoan 2, Diéu 9) o e 22
degree in An adjacent post first Eligible for the examination if the ~ See section 2.2
another field (stores, purchasing, transcript shows at least 7% of

Vi tri dau tién
thwong gap
Usual first post

administration, sales
support), or ledger
accountant after a
vocational course

Gidi han theo van ban
Limits set by regulation

hours in finance, accounting,
auditing, financial analysis and
tax, or a qualifying international
credential (Circular 91, Article

Buwéc nang cap

Next step

4(2), Article 9)

GHI NHO / KEY POINT — Thu kho, thii quy va ngudi quan 1y, diéu hanh don vi khong
dugc 1am ké toan trong chinh don vi d6 (NP 174 Diéu 19 khoan 3; Luat Ké toan Piéu 13
khoan 7), trir cac truong hop nghi dinh li¢t ké cho doanh nghiép tu nhan, cong ty TNHH mot
c4 nhan 1am chi s¢ hitu va doanh nghiép siéu nhé khong cé vén nha nudc. Nhan vién kho
mudn chuyén sang ké toan phai thoi giit kho, ban giao thé kho va chia khoa trudc ngay nhan
viéc ké toan.

A storekeeper, a cashier and a person who manages or runs the entity may not keep accounts in that
same entity (Decree 174, Article 19(3); Law on Accounting, Article 13(7)), apart from the cases the
decree lists for sole proprietorships, single-member limited liability companies owned by an
individual and micro-enterprises with no state capital. A storekeeper moving into accounting must
give up the stores role and hand over the stock cards and keys before the accounting duties begin.

2.2. Nguwoi trai nganh vao nghé bang dwong nao — Career changers: routes into

the profession

Nguoi hoc nganh khac c6 bon duong, thuong di song song. Pudng tht nhét 1a hoc bo
sung kién thirc ké toan c6 gidy xac nhan (khoa hoc nghé, van bang ké toan tht hai, lién
thong) dé dap mg yéu cau "trinh do chuyén mon, nghiép vu vé ké toan" ciia Piéu 51.
Puong thir hai 1a vao mot vi tri gan ké toan trong cung cong ty roi xin chuyén. Pudng
thir ba 1a xin viéc ké toan phan hanh & cong ty nho, noi chi doanh nghiép quyét dinh tiéu
chuan tuyén dung. Pudng tht tu 12 ching chi cua t6 chirc nghé nghiép quéc té, dung cho
viéc duy thi chimg chi trong nudc khi dap tmg Diéu 9 Thong tu 91/2017/TT-BTC (muc
2.5).
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Graduates of other fields have four routes, usually followed in parallel. The first is to add
certified accounting knowledge (a vocational course, a second degree, a top-up programme) so
as to meet the "professional competence in accounting" requirement of Article 51. The second is
to take a post close to accounting inside one company and ask to transfer. The third is to apply
for a ledger post at a small company, where the owner sets the hiring standard. The fourth is a
credential from an international professional body, used towards the domestic examination
where it meets Article 9 of Circular 91/2017/TT-BTC (section 2.5).

Xuit phat

Background

Puong goi y

Suggested route

Viéc lam trong 90 ngay
First 90 days

Vuéng mic hay gip
CO’"”TO"I ObStacle

Kinh té, quan
tr1, thuong mai
Economics,
management,
commerce

KY¥ thuat, xay
dung
Engineering,
construction

Cong ngh¢
thong tin
Information
technology

Luat, ngoai
ngir
Law, languages

Dang lam kho,
thu mua, hanh
chinh

Khoa ké toan thyc hanh
3 dén 6 thang, xin vi tri
ké toan kho, cong ng

A 3 to 6 month hands-on
accounting course, then a
stock or receivables post

K¢ toan cong trinh, ké
toan gia thanh ¢ nha
thau, noi hiéu ho so
khdi lugng 12 1gi thé

Site or job-cost accountant
at a contractor, where
reading quantity records

is an advantage

HO tro trién khai phan
mém ké toan, sau d6
chuyén sang ké toan
vién

Accounting software
implementation support,
then a move into
accounting

K¢é toan tai cong ty c6
v6n nude ngoai hoic
xuit nhap khau; kém
chimg chi ké toan co
ban

Accountant at a foreign-
invested or trading
company, with a basic
accounting certificate

Xin chuyén sang ké toan
trong chinh cong ty, co
bién ban ban giao cong

Hoc hé théng tai khoan TT
99, dinh khoan 50 nghi¢p
vu, 1am s6 chi tiét cong ng
Learn the Circular 99 chart of
accounts, journalise 50
transactions, keep a
receivables subsidiary ledger

Déi chiéu khdi lugng
nghiém thu véi hoa don
dau ra; dung bang tap hop
chi phi theo cong trinh
Match certified quantities to
sales invoices, build a cost
schedule by project

Nhap danh muc khach
hang, vat tu, tai khoan;
kiém sb du dau ky sau khi
chuyén dir ligu

Load customer, item and
account lists, check opening
balances after data migration

Lap bang tra ctru van ban
thué, hoa don; dich ching
tir nude ngoai kém ddi
chiéu s6 tién

Build a reference table of tax
and invoice rules, translate

foreign documents and check

amounts

Hoc song song vai vige cii;
nhéan trudc cac viéce it rii ro
nhu 1ap phi€u, doi chiéu

Bang diém c6 sin mon
ké toan nhung thiéu
moén thué

Transcript has accounting
subjects but no tax subject

Chi phi d¢ dang, tam
ung, bao hanh ghi sai
ky

Work in progress,
advances and retentions
posted to the wrong
period

Biét phan mém nhung
khong doc dugc chiing
tir gbe

Knows the software but
cannot read source
documents

Hiéu van ban nhung
chua c6 phan xa dinh
khoan

Understands the rules but
has no reflex for journal
entries

Vuéng ND 174 Piéu 19
khoan 3 néu con gitr
kho hoac gilt quy
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Xuit phat Duong goi y Viéc lam trong 90 ngay Vuwéng mic hay gip
Background Suggested route First 90 days Common obstacle
Already in viéc cli phiéu kho Caught by Decree 174,
stores, Ask for a transfer to Study alongside the old job; Article 19(3) if still
purchasing or accounting inside the take low-risk tasks first, such ~ holding stores or cash
administration  same company, with a as preparing vouchers and

handover record for the matching stock vouchers

old duties

Vi DU/ EXAMPLE — Lan va Binh cing t6t nghiép dai hoc nganh Quan trj kinh doanh,
bang diém mdi ngudi 2.250 tiét. Ngudng 7% la 2250 x 7% = 157,5 tiét, tirc t6i thiéu 158 tiét.
Lan c6 150 tiét thudc nhom tai chinh, ké toan, phan tich hoat dong tai chinh, thué (60 +45 +
15 + 30), dat 6,7%, thiéu 8 tiét nén chua du diéu kién vé bang; Lan phai dung dudng chimg
chi qudc té hodc vin bing ké toan bd sung. Binh c6 171 tiét (60 + 63 + 18 + 15 + 15), dat
7,6%, du didu kién vé bang va chi con phai chd da 36 thang cong tac thuc té.

Lan and Binh both graduated in Business Administration, each with 2,250 hours on the transcript.
The 7% threshold is 2,250 % 7% = 157.5 hours, so at least 158 hours. Lan has 150 hours in finance,
accounting, financial analysis and tax (60 + 45 + 15 + 30), or 6.7%, which is 8 hours short and does
not meet the degree requirement; she must use an international credential or an additional accounting
qualification. Binh has 171 hours (60 + 63 + 18 + 15 + 15), or 7.6%, and meets the degree
requirement, he only has to wait until he has 36 months of practical work.

LOI HAY GAP / COMMON MISTAKE — Déng tién hoc chitng chi hoic khéa on thi khi
chua dém sé tiét trong bang diém. TT 91 Piéu 4 khoan 2 tinh theo tong s6 hoc trinh hodc tiét
hoc ctia cac mon tai chinh, ké toan, kiém toan, phan tich hoat dong tai chinh, thué trén téng
khoa hoc. Ly bang diém c6 chimg thuc, cong timg nhém mén, chia cho tong s6 tiét, rdi méi
quyét dinh.

Paying for a certificate or exam course before counting the hours on the transcript. Circular 91,
Article 4(2), counts credit units or hours in finance, accounting, auditing, financial analysis and tax
against the whole programme. Get the certified transcript, add up each group of subjects, divide by
the total hours, and only then decide.

2.3. Chirng chi trong nwd'c — Domestic professional certificates

Nam loai gidy to nghé nghiép c6 can cu tryc ti€p trong luat. Hai loai dau 1a dicéu kién de
lam viéc & mdt sO vi tri; ba loai sau 1a di€u kién dé lam nghé ddc 1ap hodc ky xac nhan
cho nguoi khéc.

Five professional documents have a direct basis in statute. The first two are conditions for
certain posts; the last three are conditions for practising independently or signing for others.

Gidy to Ai cip Piéu kién chinh Cin cir
Document Issued by Main conditions Basis

Chung chi bdi  Co sd dao tao, Trung cép tré 16n vé tai chinh, ké VBHN 39 biéu 2,
dudng kétoan  bdi duong du toan, kiém toan; 2 nam cong tac tu 3,9

truong diéu kién (hoc ngay ghi trén béng dai hoc, 3 nam tu Consolidated

Chief accountant ~ vién, truong dai ngay ghi trén beng trung Cép hodc cao  Circular 39, Articles
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Gidy to

Document

Ai clp
Issued by

Diéu kién chinh
Main conditions

training
certificate

Chimg chi ké
toan vién
Accountant
certificate

Chimng chi kiém
toan vién
Auditor
certificate

Giay chimg
nhan dang ky
hanh nghé dich
vu ké toan
Certificate of
registration to
practise
accounting
services

Giéy chimg
nhan dang ky
hanh nghé kiém
toan

Certificate of

hoc, cao dang,
truong bdi
dudng); phoi do
B Tai chinh cép
An approved
training institution
(academy,
university, college
or training school);
blank certificates
supplied by the
Ministry of Finance

Bo6 Tai chinh, sau
ky thi do Hoi
d6ng thi t6 chirc
The Ministry of
Finance, after an
examination run by
the Examination
Board

Bo6 Tai chinh
The Ministry of
Finance

Bo6 Tai chinh
The Ministry of
Finance

Bo6 Tai chinh
The Ministry of
Finance

déng; khoa hoc tdi da 6 thang
Intermediate level or above in finance,
accounting or auditing, 2 years from the
date on a university degree, 3 years from
the date on an intermediate or college
diploma, course lasts at most 6 months

Dai hoc trd 1€n, nganh dung hodc du
7% sb tiét; 36 thang cong tac thuc té;
thi 4 moén

A degree in the right field or 7% of
hours; 36 months of practical work; four
examination papers

Cung diéu kién vé bang va 36 thang
nhu ké toan vién; thi 7 mon, hodc 3
mon néu di c6 chimg chi ké toan vién
Same degree and 36-month conditions;
seven papers, or three if the candidate
already holds the accountant certificate

C6 chung chi ké toan vién hodc kiém
toan vién; 36 thang cong tac tir luc tot
nghiép dai hoc; tham gia chuong trinh
cap nhat kién thtrc; hop dong lao
dong toan thoi gian voi doanh nghiép
hodc ho kinh doanh dich vu ké toan
Holds the accountant or auditor
certificate; 36 months of work since
graduating; completes the knowledge-
update programme;, full-time employment
contract with an accounting service firm
or household business

La kiém toan vién; 36 thang thuc té
lam kiém toan; tham gia chwong trinh
cap nhat kién thtrc; 1am toan b thoi
gian cho doanh nghiép kiém toan

Is an auditor; 36 months of actual audit

Trang 40

2,39

Luat KT Diéu 57;
TT 91 Piéu 4, 6
Law on Accounting,
Article 57, Circular
91, Articles 4, 6

Lu4t Kiém toan
doc 1ap Diéu 14;
TT 91 Didu 4, 6
Law on Independent
Audit, Article 14;
Circular 91, Articles
4,6

Luat KT Diéu 58;
TT 296/2016, TT
23/2024

Law on Accounting,
Article 58; Circulars
296/2016 and
23/2024

Lu4t Kiém toan
doc 1ap Diéu 15
Law on Independent
Audit, Article 15
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Gidy to Ai clp Piéu kién chinh

Document Issued by Main conditions

registration to work; completes the knowledge-update

practise auditing programme; works full time for an audit
Sirm

Chung chi boi dudng ké toan trudéng danh cho doanh nghiép hoc 288 gid trong 6 tudn,
g6m hai phan: kién thirc chung 104 gio (phap luat lién quan dén doanh nghiép, quan ly
tai chinh doanh nghiép, phap luat vé thué, thim dinh du an dau tu, quan hé tin dung véi
ngan hang) va kién thirc nghiép vu 184 gio (phap luat ké toan, t6 chirc cong tac ké toan,
ké toan tai chinh, ké toan quan tri, bao céo tai chinh va phan tich, kiém toan). Diéu kién
dat: du it nhat 80% thoi gian 10p ctia mdi hoc phan, mdi bai thi viét tir 5 diém trd 1én, thi
t6i thiéu 180 phiit mdi bai. Ching chi c6 gid tri 5 nim ké tir ngay cap dé bd nhiém ké
toan truong 1an dau (VBHN 39 Piéu 7, 9, 10).

The chief accountant course for companies runs 288 hours over 6 weeks in two parts: 104 hours
of general knowledge (company law, corporate financial management, tax law, investment
appraisal, credit relations with banks) and 184 hours of professional knowledge (accounting
law, organising accounting work, financial accounting, management accounting, financial
statements and analysis, auditing). To pass, a student attends at least 80% of each module,
scores 5 or more in each written paper, and sits papers of at least 180 minutes. The certificate is

valid for 5 years from issue for a first appointment as chief accountant (consolidated Circular
39, Articles 7, 9, 10).

CANH BAO / WARNING — VBHN 39/VBHN-BTC hop nhit tir Thong tuw 199/2011/TT-
BTC; Diéu 9 khoan 4 con vién dan Diéu 53 khoan 2 Luat Ké toan theo s diéu cii, khong
khép véi Luat hién hanh. Ngudn cua tai liu chua thiy vin ban thay thé. Trude khi dong hoc
phi, hoi co s& dio tao vin ban nao ho ding dé mé 16p va xin xem quyét dinh mo khoa giri Bo
Tai chinh.

Consolidated Circular 39 is merged from Circular 199/2011/TT-BTC; Article 9(4) still cites Article
53(2) of the Law on Accounting under the old numbering, which no longer matches the current Law.
The sources of this guide show no replacement text. Before paying the fee, ask the training institution
which text it relies on to open the class and ask to see the course-opening decision it filed with the
Ministry of Finance.

£, . 2 . Kiém toan vién (da c6
Keé toan Kiém toan (

oA oA KTYV)
vién vién

Content : Auditor (holds accountant
Accountant Auditor

N§i dung thi

cert.)

Phap luat vé kinh té va Luat doanh

nohia Co Co Khong
ghiep ) ) Yes Yes No

Economic law and Enterprise Law

Tai chinh va quan ly tai chinh nang cao Co Co Khong

Advanced finance and financial management = Yes Yes No
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Kiém toan vién (da cé

s . Ké todn Kiém to4n
Noi dung thi A .n KTYV)
vién vién e
Content : Auditor (holds accountant
Accountant Auditor
cert.)
Thué va quan 1y thué ning cao Co Co Khong
Advanced tax and tax administration Yes Yes No

K¢ toén tai chinh, ké todn quan tri nang

cao Co Co Khoéng
Advanced financial and management Yes Yes No
accounting

Kiém toan va dich vu bao dam nang cao  Khong Co Co
Advanced auditing and assurance No Yes Yes
Phan tich hoat dong tai chinh nang cao Khoéng Co Co
Advanced analysis of financial performance ~ No Yes Yes

Ngoai ngit trinh d§ C (mét trong Anh,

Nga, Phap, Trung Qudc, Pirc) Khoéng Co Co
Foreign language at level C (English, No Yes Yes
Russian, French, Chinese or German)
S6 mon

4 7 3
Number of papers

Mot mon dat khi tir 5 diém trd 1én, diém duoc bao luu 3 nim lién tuc ké tir nim bat dau
du thi mon do. Thi ké toan vién dat yéu cau khi dat ca 4 mon va téng diém cic mon con
bao luu tir 25 diém; kiém toan vién can dat ca 7 mon va téng diém cic mén bao luu,
khong tinh ngoai ngir, tir 38 diém (TT 91 Piéu 18).

A paper is passed at 5 points or more, and the score is kept for 3 consecutive years from the year
the candidate first sits that paper. The accountant examination is passed when all 4 papers are

passed and the retained scores total at least 25, the auditor examination requires all 7 papers
and retained scores, excluding the language paper, totalling at least 38 (Circular 91, Article 18).

CANH BAO / WARNING — Thong tu 91/2017/TT-BTC da dugc Thong tu 22/2024/TT-
BTC stra d6i, ban stra d6i chua nam trong ngudn ctia tai liéu nay. Mén thi, diéu kién vé bang
va thoi gian cong tac néu trén theo ban gbc; ddi chiéu thong bao ky thi ciia B Tai chinh trudce
khi dang ky.

Circular 91/2017/TT-BTC was amended by Circular 22/2024/TT-BTC, and the amendment is not
among the sources of this guide. The papers, degree conditions and work-experience rules above
follow the original text,; check the Ministry of Finance's examination notice before registering.
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Chimg chi Ding ky hanh nghé
ke toan vién > dich vu ké todn

/ (4 méon) (thém 36 thang)
Biéng dai hoc tai chinh,

ngan hang, ke toan, thi thém 3 mon
kiém toan

+ 36 thang cong tac

thuc té v

Chitng chi B o .
Kiém toan vién Diing ky hanh nghé

kiém toan
(thém 36 thang)

v

(7 mén, hoac 3 mon
néu da c6 ké toan vién)

Hinh 2.2. Tir bing dai hoc dén chimg chi va dang ky hanh nghé

Figure 2.2. From a university degree to certificates and practising registration

LOI HAY GAP / COMMON MISTAKE — Cho thué hogc thué chirng chi ké toan vién,
gidy ching nhan ding ky hanh nghé dé cong ty dii diéu kién kinh doanh dich vu ké toan. Luat
Ké toan Diéu 13 khoan 9 cdm thué, muon, cho thué, cho muon cic gidy to nay dudi moi hinh
thirc. Nguoi ding tén ky ho so chiu trach nhiém vé s6 liéu nhu ngudi tryc tiép lam.

Hiring out, or hiring, an accountant certificate or practising registration so that a firm meets the
licensing conditions for accounting services. Article 13(9) of the Law on Accounting prohibits hiring,
borrowing, lending or letting these documents in any form. The person who signs the file answers for
the figures as if he or she had done the work.

2.4. Diéu kién lam keé toan truwéng — Conditions for becoming chief accountant

Luat Ké toan Piéu 54 khoan 1 dit bon diéu kién cho ké toan trudng: dap ung tiéu chuin
ctia ngudi lam ké toan (Piéu 51 khoan 1); chuyén mén, nghiép vu vé ké toan tir trung cap
tré 1én; chtng chi boi dudng ké toan trudng; thoi gian cong tac thuc té vé ké toan it nhat
2 nam v&i nguoi co6 trinh do dai hoc trd 1€n, it nhit 3 ndm v&i trinh do trung cép, cao
dang. Khoan 2 giao Chinh pha quy dinh theo timg loai don vi; Nghi dinh 174/2016/NP-
CP Diéu 21 1a van ban do.

Article 54(1) of the Law on Accounting sets four conditions for a chief accountant: the standards
for anyone who keeps accounts (Article 51(1)); professional competence in accounting at
intermediate level or above, the chief accountant training certificate; and practical accounting
experience of at least 2 years for a holder of a university degree or above, and at least 3 years

for an intermediate or college level. Clause 2 leaves the detail by type of entity to the
Government,; Decree 174/2016/ND-CP, Article 21, is that text.

Trinh d9 toi thiéu vé ké
Loai don vi toan Dieu khoan

Type of entity Minimum accounting Provision
qualification

Co quan thu, chi ngan sach nha nuéc; b, co ND 174 DPiéu 21

A N . . Dai hoc trd 1é€n _q
quan ngang bd, co quan thugc Chinh phu va don o khoan 2 diém a—d
AL, A . A . University degree or above )
vi ke toan tryc thudc; don vi sy nghiép cong lap Decree 174, Article

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin
Trang 43



Ké toan thyc hanh tr A dén Z / Practical Accounting from A to Z

Trinh d9 toi thiéu vé ké
Loai don vi toan Dieu khoan

Type of entity Minimum accounting Provision

qualification

thudc bo hodc Uy ban nhan dan cip tinh; co 21(2)(a)—(d)
quan chuyén mon cuia tinh

State budget revenue and spending bodies;

ministries and agencies and their accounting units;

public service units under a ministry or provincial

People's Committee, provincial specialised agencies

Doanh nghiép thanh 1ap theo phap luat Viét

Nam, trir nhém duéi day Dai hoc tré 1én Khoan 2 diém i
Companies established under Vietnamese law, University degree or above | Clause 2(i)
except the group below

Doanh nghiép khong c¢6 von nha nudc, von diéu

1& duéi 10 ty dong Trung cép tré 1én Khoan 3 diém g
Companies with no state capital and charter capital = Intermediate level or above  Clause 3(g)
below VND 10 billion

Hop téc x4, lién hiép hop tac xa: von diéu 18 tir
10 ty dong trg 1én; dudi 10 ty dong
Cooperatives and cooperative unions. charter
capital of VND 10 billion or more; below VND 10
billion

Dai hoc trd 1€n; trung cép Khoan 2 diém k;
tro lén khoan 3 diém h
University degree or above;, = Clause 2(k); clause
intermediate level or above  3(h)

Chi nhanh doanh nghi€p nudc ngoai tai Viét
Nam
Branches of foreign companies in Viet Nam

Pai hoc tré 1én Khoan 2 diém 1
University degree or above | Clause 2(1)

Don vi sy nghiép cong lap khac; don vi ké toan

ngan sach va tai chinh xa, phuong Trung cap tré 1én Khoan 3 diém d, e
Other public service units, commune and ward Intermediate level or above  Clause 3(d), (e)

budget and finance accounting units

Nguoi dai dién theo phap

Tb chuc, don vi khac luat quyét dinh Khoan 4
Any other organisation Set by the legal Clause 4
representative

Thém: it nhit 5 ndm cong
tac thuc té vé ké toan
Plus at least 5 years of

Cong ty me la doanh nghiép nha nudc hoac co
trén 50% von nha nude

Parent company that is state-owned or more than
50% state-held

Khoan 5

. . Clause 5
practical accounting

experience

Hai diéu kién 4p cho moi loai don vi: ching chi bdi dudng ké toan trudng va thoi gian
cong tac 2 nam hodc 3 ndm theo trinh d9. Khong duogc bd nhiém nguodi thude Piéu 52
Luat K& toan va Diéu 19 Nghi dinh 174. Pon vi chua c6 ngay ké toan truong dugc b tri
nguoi phu trach ké toan toi da 12 thang hodc thué dich vu lam ké toan truong; doanh
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nghiép siéu nho duoc b tri phy trach ké toan ma khong bét budc co ké toan truong (NP
174 Diéu 20 khoan 1, 2 diém b; Luat KT Diéu 56 khoan 4).

Two conditions apply to every kind of entity: the chief accountant training certificate and 2 or 3
vears of experience according to level. A person caught by Article 52 of the Law or Article 19 of
Decree 174 may not be appointed. An entity that cannot appoint a chief accountant at once may
name an acting head of accounting for at most 12 months, or hire a chief accountant service; a

micro-enterprise may appoint a head of accounting without a chief accountant (Decree 174,
Article 20(1), (2)(b); Law on Accounting, Article 56(4)).

Vi DU/ EXAMPLE — Céng ty Hoang Lam c6 v6n diéu 1& 3.000.000.000 dong, khong co
v6n nha nudc, nén roi vao Diéu 21 khoan 3 diém g: ké toan trudng can chuyén mon ké toan
tir trung cap trd 1én. Ho so ké toan truong Dang Thi Hong Nhung phai ¢ bén thir: bang
chuyén mén; ching chi bdi dudng ké toan trudng; xac nhan thoi gian cong tac ké toan (2 nim
néu bang dai hoc, 3 nim néu bang trung cap hoic cao ding); gidy to chirng minh khéng thudc
Diéu 52. Khi vbn diéu 1¢ ciia cong ty dat 10 ty dong, ké toan trudng méi phai co bang dai hoc.
Nguyén Minh Thu, ké toan kho, c6ng ng vao 1am ngay 01/10/2026, chua can chtng chi nao
dé 1am viéc hién tai.

Hoang Lam has charter capital of VND 3,000,000,000 and no state capital, so it falls under Article
21(3)(g): its chief accountant needs an accounting qualification at intermediate level or above. The
file of chief accountant Dang Thi Hong Nhung must hold four things: the qualification; the chief
accountant training certificate, confirmation of accounting experience (2 years with a university
degree, 3 years with an intermediate or college diploma); and proof that she is not caught by Article
52. A degree becomes mandatory for the post only if the company's charter capital reaches VND 10
billion. Nguyen Minh Thu, the stock and receivables accountant who joined on 01/10/2026, needs no
certificate for her current post.

GHI NHO / KEY POINT — Du diéu kién ké toan trudng 1a dii ca bdn manh ghép: bang,
thoi gian cong tac, ching chi bdi dudng, 1y lich sach theo Piéu 52. Thiéu mot manh thi viée
bd nhiém 1a sai; Luat Ké toan Piéu 13 khoan 8 cAm b tri hodc thué ngudi khong du tiéu
chuan Diéu 51 va Diéu 54.

A chief accountant is qualified only when all four pieces are in place: the qualification, the years of
experience, the training certificate and a clean record under Article 52. If one is missing the

appointment is wrong; Article 13(8) of the Law on Accounting prohibits placing or hiring a person
who fails the standards of Articles 51 and 54.

2.5. Chirng chi quoc té — International qualifications

Bang dudi néu bén chimg chi qudc té: chi gém tén, t6 chirc cip va ddi twong hop; diéu
kién dau vao, s mon thi va 18 phi do timg t6 chirc cong bd theo nam, hiy lay ban moi
nhat tir trang chinh thirc ciia to chure trude khi dang ky.

The table lists four international qualifications and gives only the name, the awarding body and

who it suits; entry requirements, number of papers and fees are published by each body every
year, so take the latest version from the body's official site before registering.
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Chirng chi

Qualification

Té chirc cAp
Awarding body

Khi nao nén nghi toi
When to consider it

Association of
Chartered Certified
Accountants (Anh)

Ngudi lam ké toan tai chinh,
kiém toan, bao céo theo
chuan myc qudc té tai cong ty
da qudc gia va cong ty c6 von

Sau 6 dén 12 thang di
lam, khi da quen chirng
tir va s6 sach

ACCA 3 3
Association of Chartered r;u’(fcl ngoél .l ) After 6 to 12 months at
Certified Accountants eople in financial accounting, work, once vouchers and
audit and international-standard L
(UK) ledgers are familiar
reporting at multinational and
foreign-invested companies
Nguoi dinh lam viéc ¢ cong
ty ¢6 quan hé véi U, tir ké Khi dé c6 bang dai hoc
o An tai chinh dé A va cong viéc ké toan on
CPA CPA Australia (Uc) | todn lta‘ Sl QL (7 Ve e
Australia CPA Australia (Australia) LAY 3 5 comparnies n
linked to Australia, from With a degree and a
financial accounting to advisory = steady accounting post
work
Ngudi lam kiém toan, tw vin ~ Khi dang 1am hodc sap
Institute of Chartered tai chinh, thuong theo dudng  vao cong ty kiém toan
ICAEW Accountants in England  hoc kém lam viéc tai cong ty  ¢6 chuong trinh dao
(ching chi and Wales (Anh) kiém toan tao ICAEW
ACA) Institute of Chartered People in audit and financial When working at, or
ICAEW (ACA) = Accountants in England advisory, usually on a study- about to join, an audit
and Wales (UK) while-working path at an audit | firm with an ICAEW
firm training programme
Nguoi lam ké toan quan tri o aa
Ag o R 4 ;i - Khi chuyén tir ké toan
. 1ap ngén sach, phan tich chi A1 o
Institute of e T phan hanh sang vi tri
phi, phan tich tai chinh doanh N ., \
Management e phan tich, bao cdo quan
CMA Accountants (Hoa Ky) nehiep tri

Institute of Management
Accountants (USA)

People in management
accounting, budgeting, cost
analysis and corporate financial
analysis

When moving from
ledger work to analysis
or management reporting

Chung chi qudc té khong tu dong thay chimg chi trong nudc. Luat Ké toan Diéu 57
khoan 2 cho nguoi c6 chimg chi chuyén gia ké toan hoic chimg chi ké toan do to chiic
nudc ngoai, quéc té cép, duoc Bg Tai chinh Vi¢t Nam cong nhan, dat ky thi sat hach vé
phap luat kinh té, tai chinh, ké toan Viét Nam, thi duoc cip ching chi ké toan vién. Véi
nguoi tot nghiép nganh khac, TT 91 Piéu 9 cong nhan vin bang, chung chi cta to chic
nghé nghiép qudc té khi dong thoi du bon diéu kién: to chuc 1a thanh vién Lién doan Ké
toan quéc té (IFAC) va c6 van phong dai dién hodc chi nhanh tai Viét Nam; da ky thda
thuan hop tac vé chuong trinh thi véi B Tai chinh; chwong trinh ¢6 tir 500 dén 600 tiét
hoc vé tai chinh, ké toan, kiém toan; noi dung hoc, thi, cép chung chi théng nhét & moi
qudc gia to chire d6 hoat dong.
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An international qualification does not replace a domestic certificate automatically. Article
57(2) of the Law on Accounting gives the accountant certificate to a holder of a foreign or
international accountancy credential that the Vietnamese Ministry of Finance recognises, who
passes an assessment on Vietnamese economic, financial and accounting law. For a graduate of
another field, Article 9 of Circular 91 accepts a qualification from an international professional
body only if four conditions are met together: the body belongs to the International Federation
of Accountants (IFAC) and has a representative office or branch in Viet Nam, it has signed a
cooperation agreement on the examination programme with the Ministry of Finance; the
programme carries 500 to 600 hours in finance, accounting and auditing;, and teaching,
examination and award are uniform in every country where the body operates.

LOI HAY GAP / COMMON MISTAKE — Péng phi hoc chimg chi quéc té vi tin rang s&
dugc mién thi ching chi ké toan vién. Mién thi hay khong phu thudc vao viéc B6 Tai chinh
c¢6 cong nhén t chire va chuong trinh cu thé d6 hay khong (Luat KT Diéu 57 khoan 2; TT 91
Diéu 9). Hoi t6 chirc cap bang van ban vé trang thai cong nhan tai Viét Nam trudce khi dong
tién, va giit ban tra 10i.
Paying for an international qualification in the belief that it exempts you from the accountant
examination. Exemption depends on whether the Ministry of Finance recognises that particular body
and programme (Law on Accounting, Article 57(2); Circular 91, Article 9). Ask the awarding body in
writing about its recognition status in Viet Nam before paying, and keep the reply.

2.6. Khi nao nén hoc chirng chi nao — Which qualification, and when

Muc tiéu nghé

Career goal

Nén nhim téi
Aim for

Thoi diém hop ly

Sensible timing

Ly do va diéu kién
Reason and conditions

Lam ké toan phan
hanh ¢ cong ty
nho va vira
Ledger accountant
at a small or
medium company

Lam ké toan
truong
Chief accountant

Hanh nghé dich
vu ké toan, dai
dién thué cho
khach hang

Practise

Vin bang ké toan, k§
nang Excel va phan
mém; chua can ching
chi

An accounting
qualification, Excel and
software skills; no
certificate yet

Chimg chi bdi dudng
ké toan truong

Chief accountant training

certificate

Chimng chi ké toan
vién, r0i dang ky hanh
nghé

Accountant certificate,
then practising

Trude khi xin viée
Before applying

Khi du 2 hoac 3 nam
ké tir ngay ghi trén
bang va gan duoc dé
bat

Once 2 or 3 years have
passed since the date
on the diploma and a
promotion is near

Sau 36 thang cong
tac thuc té

After 36 months of
practical work

Diéu 51 chi doi chuyén
mon, nghi¢p vu vé ké toan
Article 51 asks only for
accounting competence

Chung chi chi co6 gia tri 5
nam dé bd nhiém lan dau;
hoc qua som la mét hiéu luc
trude khi dung

The certificate is valid for 5
years for a first appointment,
taking it too early lets it lapse
before use

Diéu 58: 36 thang tir khi tot
nghiép dai hoc, cap nhat
kién thuc, hop dong lao
dong toan thoi gian

Article 58: 36 months since
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Muc tiéu nghé

Career goal

Nén nhim téi
Aim for

Thoi diém hop ly

Sensible timing

Ly do va diéu kién
Reason and conditions

accounting services
or act for clients on
tax

Kiém toan doc
lap
Independent audit

Cong ty c6 von
nudc ngoai, tap
doan da qudc gia
Foreign-invested or
multinational
company

Ké toan quan tri,
phan tich tai
chinh
Management
accounting and
financial analysis

registration

Chimng chi kiém toan
vién (7 mon) hoac
ICAEW, ACCA kém
sat hach

Auditor certificate (7
papers), or [CAEW or
ACCA with the
assessment

ACCA hoac CPA
Australia, tiéng Anh
chuyén nganh

ACCA or CPA Australia,
professional English

CMA hoac khoa phan
tich tai chinh; Excel
nang cao

CMA or a financial
analysis course;
advanced Excel

Vao cong ty kiém
toan ngay sau khi tot
nghiép, thi khi du 36
thang

Join an audit firm
straight after
graduation; sit the
papers at 36 months

Sau khi nim viing
ché do ké toan Viét
Nam it nhit mot chu
ky bao cdo nam

After mastering
Vietnamese accounting
for at least one annual
reporting cycle

Sau 1 dén 2 nim lam
ké toan tong hop
After 1 to 2 years as a
general accountant

graduating, knowledge
updates, a full-time
employment contract

Thoi gian 1am tro 1y kiém
toan dugc tinh vao 36 thang
(TT 91 Diéu 4 khoan 3)
Time as audit assistant counts

towards the 36 months
(Circular 91, Article 4(3))

B4o c4o theo chuin muc
quéc té dwa trén nén sb sach
Viét Nam
International-standard
reporting rests on the
Vietnamese ledgers

Can hiéu gia thanh va bao
cdo tai chinh trude khi phan
tich

Costing and financial
statements must be understood
before analysis

GHI NHO / KEY POINT — Hoc chung chi theo thtr ty cong viée doi hoi, khong theo thu ty
cho ndi bat. Hai chting chi c¢6 han ding hoidc han bao luu: ching chi bdi dudng ké toan
truong 5 nam, diém thi ké toan vién va kiém toan vién 3 nam. Tinh ngay hét han trudc khi

dang ky.

Take qualifications in the order the job demands, not in the order that looks best. Two credentials
carry a time limit: the chief accountant training certificate (5 years) and examination scores for the
accountant and auditor papers (3 years). Work out the expiry date before registering.

2.7. Ky nang cin c6 truée khi nhan viéc — Skills to have before you start

Excel: nhitng ham gip hang ngdy — Excel: the functions you will meet every day

Ham
Function

SUM, SUMIF, SUMIFS

Dung daé
Used for

Cong theo diéu kién
Conditional totals

Vidu é Hoang Lam

Hoang Lam example

Téng phat sinh ban cho Thanh D6
trong thang

Sales to Thanh Do in the month
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Ham Dung dé Vi du 6 Hoang Lam
Function Used for Hoang Lam example
Dém theo diéu kién Dém s6 hoéa don chua c6 phiéu thu
COUNTIF, COUNTIFS " ' 0 h0a <ol P
Conditional counts Count invoices with no receipt

Dién tén hang va don vi tinh tir ma
SN18
Fill item name and unit from code SN18

VLOOKUP, INDEX va  Tra ma trong danh muc
MATCH, XLOOKUP Look up a code in a list

B4o "Chua ¢c6 ma" khi ma khach

IF, IFERROR Ré& nhgnh, bat 191 hang khong c.o ‘Frong danh muc
Branching, trapping errors Flag "Code missing" when a customer
code is not in the list
. o R A Thué GTGT 8% trén 464.000.000
Lam tron tién thue theo dong A
ROUND dong
Round tax to whole dong
8% VAT on VND 464,000,000
Ngay cudi thang, sb ngay giira , 2. - , .
hat mé Tinh tudi ng cia hoéa don ban ngay
EOMONTH, DATEDIF ™ I;,OC S dote. des poneen my 0811072026
UL G GRS SEOREEE (4 Age an invoice issued on 08/10/2026
dates
Déi s6, ngay thanh chit c6 dinh
TEXT dang Tao tén tép theo ngay ching tu
Turn numbers and dates into Build file names from voucher dates

formatted text

=SUMIFS(D:D,B:B, "TD",A:A, ">="&DATE (2026,10,1))

=ROUND (D2*8%, 0)

=IFERROR (VLOOKUP (B2, DanhMuc!A:C, 3, FALSE) , "Chua cé ma")
=EOMONTH (A2, 0)

=DATEDIF (A2, DATE (2026, 10, 31),"d")

=TEXT (A2, "dd/mm/yyyy")

GHI CHU / NOTE — Excel dat diu phan cach ddi s6 theo vung ciia Windows hodc macOS:
may dat ving Viét Nam thuong ding ddu chim phay thay du phiy. XLOOKUP c6 &
Microsoft 365 va Excel 2021, 2024; Excel 2019 tré vé trude bao 15i #NAME?.

Excel takes its argument separator from the regional settings of Windows or macOS: a machine set to

Viet Nam often uses a semicolon in place of a comma. XLOOKUP exists in Microsoft 365 and Excel
2021 and 2024; Excel 2019 and earlier return #NAME?.
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Sau ky nang con lai — The other six skills

K¥ ning

Skill

Phan mém ké
toan
Accounting
software

Poc vin ban
phap luat
Reading
legislation

Tiéng Anh
chuyén nganh
Professional
English

Giao tiép va dbi
chiéu s6 liéu
Communication
and
reconciliation

Can than
Accuracy

Bao mat
Confidentiality

Viéc cu thé trong ngay lam viéc
What it means on the job

Nhap danh muc khach hang, vt tu, tai
khoan; nhép chng tir; khéa sd; sao luu
dit liéu

Enter customer, item and account lists;
post vouchers; close the period; back up
data

Tim dung biéu, doc ca khoan va diém,
ghi s6 higu va ngay hiéu lyc, kiém van
ban sira doi

Find the right Article, read the clauses and
points, note the number and effective date,
check for amendments

Poc hop déng, hoa don, sao ké ngan
hang bang tiéng Anh; lam viéc voi
kiém toan va ddi tic nudc ngoai

Read English contracts, invoices and bank
statements, deal with auditors and foreign
partners

Hoi kho, kinh doanh, ngan hang; lap
bién ban dbi chiéu cong ng; nhic no
bang thu dién tir

Query stores, sales and the bank; draw up
debt confirmation records; send payment
reminders by email

Soat tong No bang tong Co, soét tén va
mi sb thué trén héa don, soat 1am tron
Check debits equal credits, names and tax
codes on invoices, rounding

Giir mat khau phan mém, cong thué,
ngan hang dién ttr va chit ky s6 &
nguoi dugc giao; khong chia sé s6 liéu
cong ty

Keep software, tax portal, e-banking and
digital-signature credentials with the
assigned person, share no company
figures

Cich luyén trong 4 tuin
How to practise in 4 weeks

Dung ban hoc thir cia mot phan mém,
nhédp lai cac nghi¢p vu mua, ban cua
Hoang Lam thang 10/2026

Use a trial version and re-enter the

purchase and sales transactions of Hoang
Lam for October 2026

M&i ngay tra mot cAu héi trong Luat
Ké toan va ghi s6 Diéu vao so tay
Look up one question a day in the Law on
Accounting and note the Article in a
notebook

Hoc 10 thuat ngir moi tuén tir danh
muc cudi cudn sach nay va dat mdi tir
vao mot cau

Learn 10 terms a week from the glossary
at the end of this book and use each in a
sentence

Viét bién ban ddi chiéu cong ng
Thanh D6 véi s6 du 1.236.600.000
ddng cudi thang

Write a confirmation record for Thanh Do
with the month-end balance of VND
1,236,600,000

M&i bit toan tu soét hai 1an ¢ hai thoi
diém cach nhau it nhat mot gid
Re-check every entry twice, at least an
hour apart

Lap danh sach ai giir gi trong bo phén,
khong cit mat khau chung & tép dung
chung

List who holds what in the department;
keep no shared passwords in a shared file
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2.8. L) trinh tw hoc 24 tuiin cho ngwoi trai nganh — A4 24-week self-study plan for
career changers

Danh 10 gio mdi tuan, chia lam hai budi cudi tudn va vai budi téi. Mdi tudn c6 mot san
phém tu kiém: néu chua lam ding thi hoc lai tuan d6 trude khi sang tudn sau. SO liéu
dung xuyén sudt 1a cua Cong ty Hoang Lam, thang 10/2026.

Allow 10 hours a week: two weekend sessions and a few evenings. Each week ends with a self-

check product; if it is not right, repeat the week before moving on. The figures used throughout
are those of Hoang Lam, October 2026.

Nén ké toan
Viéc hing ngay
Luong, khéu hao, khoa sb
Excel, phan mém
Hb so, phong vén

[ I I | I 1
1 5 9 13 17 21 24

Hinh 2.3. Sau giai doan cua 10 trinh 24 tuan
Figure 2.3. The six phases of the 24-week plan

Tuin N¢i dung San pham tr kiém
Week Content Self-check product

Phuong trinh ké toan: tai san bang no phai
tra cong von chu s hitu. Lap bang s du ddu  Tong tai san 5.029.000.000 dong khép

ky 01/10/2026 cia Hoang Lam. hai vé.

The accounting equation: assets equal liabilities  Total assets of VND 5,029,000,000; both
plus equity. Draw up Hoang Lam's opening sides agree.

balances at 01/10/2026.

Chin loai tai khoan cua Thong tu
99/2025/TT-BTC; hoc 15 tai khoan dung
h%lng ngay: 111, 112, 131, 1331, 156, 211,
214,242,331, 334, 3383, 511, 632, 641,
2 642.
The nine account classes of Circular
99/2025/TT-BTC; learn the 15 everyday
accounts: 111, 112, 131, 1331, 156, 211, 214,
242, 331, 334, 3383, 511, 632, 641, 642.

Viét lai 15 s6 higu kém tén khong nhin
tai ligu, ding 15 trén 15.

Write the 15 numbers with their names
without notes: 15 out of 15 correct.
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Tuin N¢i dung San pham tr kiém
Week Content Self-check product

Ghi s6 kép va dinh khoan. Pinh khoan vi¢c

mua 400 thung son noi thit SN18 gia

1.160.000 dong, thué GTGT 8%, chua tra
3 tién.

No 156 464.000.000; No 1331
37.120.000; C6 331 501.120.000.
Dr 156 464,000,000, Dr 1331 37,120,000,

Double entry and journal entries. Record the Cr 331 501,120,000,

purchase of 400 tins of SN18 interior paint at
VND 1,160,000, 8% VAT, unpaid.

Chimng tir va hoa don: ndi dung bat budc theo Bang soét timg hoa don theo tén, ma sb
Luat K& toan Diéu 16, hoa don dién tir. Soat  thué, thué suét, ngay lap, chir ky s6; tim

4 5 hoa don that hodc mau. du 16i da gai.
Vouchers and invoices: mandatory content under = A check sheet per invoice for name, tax
Article 16 of the Law on Accounting; electronic code, rate, date and digital signature, every
invoices. Check 5 real or sample invoices. planted error found.
Mua hang, nhap kho, thanh toan. Chi phi van
chuyén 5.000.000 ddng tinh vao gia nhap

5 1.000 bao bt ba BB40 gia 214.000 déng. Gia nhap mdi bao 219.000 déng-
Purchasing, goods receipt, payment. Freight of Cost per bag of VND 219,000.
VND 5,000,000 goes into the cost of 1,000 bags
of BB40 skim coat at VND 214,000.
Bén hang, hoa don, doanh thu. Ban cho
T.h’anI;rDo nga§k08/19/22026.h5‘00 ‘[hung1 SN.1,8 No 131 1.236.600.000; C6 511

. %1?016 (f(;’do;é’ng"ng va 200 thung SNTIS €4 145 000.000; C6 33311 91.600.000.

U ’ Dr 131 1,236,600,000; Cr 511

Sales, invoices, revenug Sale to Thanh Do on 1.145.000,000; Cr 33311 91.600,000.
08/10/2026: 500 tins of SN18 at VND 1,450,000
and 200 tins of SNT18 at VND 2,100,000.
Tién mat va tién gui: phiéu thu, phiéu chi,s6 S6 dusd quy tién mat cubi thang

7 quy, ddi chiéu s6 phu ngan hang. 92.000.000 dong.
Cash and bank: receipt and payment vouchers, Month-end cash book balance of VND
cash book, bank statement reconciliation. 92.000,000.

. . A Ny Phai thu Thanh D6 1.236.600. ong;
Kho va cong ng: thé kho, tuoi ng, bién ban a1 u A 4 0 1.236.600.000 fiong
461 chiéu phai tra Tan Phong 957.240.000 dong.
8 Stock d.b ; rock card . Receivable from Thanh Do VND
n n N 'y n
OCK ana DARAnees: SI0ck Caras, Ggeme, 1,236,600,000; payable to Tan Phong VND

confirmation records. 957 240,000.

Quy luong 211.000.000; doanh nghiép
trich 49.585.000; nguoi lao dong chiu
22.155.000 dong.

Payroll VND 211,000,000; employer

contribution 49,585,000, employee
contribution 22,155,000.

Tién luong va cac khoan trich: bang luong

12 nguoi, doanh nghiép trich 23,5%, nguoi
9 lao dong chiu 10,5%.

Payroll and contributions: a 12-person payroll,

employer 23.5%, employee 10.5%.
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10

11

12

Tuin
Week

13

14

15

16

N¢i dung

Content

Thué thu nhap c4 nhan tir tién lwong, biéu 5
bac, giam trir 15.500.000 déng va 6.200.000
déng moi ngudi phy thudc. Tinh cho Pham
Vin Lam va Ding Thi Hong Nhung.
Personal income tax on wages: five-band scale,
deductions of VND 15,500,000 and VND
6,200,000 per dependant. Compute for Pham
Van Lam and Dang Thi Hong Nhung.

Khiu hao tai san ¢6 dinh duong thang va
phan bd chi phi chd phan bo TK 242.
Straight-line depreciation and allocation of
deferred costs, account 242.

Khoéa s6 thang: gia xuat kho binh quan, két
chuyén vé TK 911.

Month-end close: average cost of issues, transfer
to account 911.

N¢i dung

Content

Thué GTGT khau trir: dau ra trir dau vao,
thué suat 8% va 10%.

Deductible VAT: output less input, rates of 8%
and 10%.

Diéu kién khéu trir dau vao: hoa don hop 18,
chung tir thanh toan khong dung tién mat tir
mdc gié tri trong Luat Thué GTGT.
Conditions for deducting input VAT: a valid

invoice and a non-cash payment document above
the threshold in the VAT Law.

Thué thu nhap doanh nghiép: thué suat 20%,
17%, 15% theo doanh thu nam trudc (Luat
Thué TNDN Diéu 10).

Corporate income tax: rates of 20%, 17% and

15% by prior-year revenue (CIT Law, Article
10).

Ké khai va nép thué dién tir: to khai GTGT,
thoi han ndp, ndp tién qua céng thué dién tu
ctia Cuc Thué.

Electronic filing and payment: the VAT return,
deadlines, payment through the tax authority's e-

San pham tr kiém
Self-check product

Thué 737.500 dong va 33.750 dong; ca
cong ty 3 nguoi ndp, tong 801.750
dong.

Tax of VND 737,500 and VND 33,750,

three people pay in the whole company,
VND 801,750 in total.

Khiu hao thang 14.500.000 dong; phan
bd 242 13 4.000.000 déng.

Monthly depreciation of VND 14,500,000,
allocation from 242 of VND 4,000,000.

Gia von 1.288.600.000; loi nhudn trude
thué 44.615.000 dong.

Cost of sales 1,288,600,000, profit before
tax VND 44,615,000.

San pham tr kiém
Self-check product

Dau ra 129.520.000, ddu vao
54.890.000, phai np thang 10 1a
74.630.000 dong.

Output 129,520,000, input 54,890,000,
payable for October 74,630,000.

Phéan loai 10 hoéa don mua vao: dugc
khau trir, khong duoc khau trir, va 1y do.
Classify 10 purchase invoices: deductible
or not, with the reason.

Doanh thu 2025 1a 18.600.000.000 déng
nén thué suét 17%; tam tinh thang 10 1a

7.584.550 dong.

2025 revenue was VND 18,600,000,000, so

the rate is 17%;, provisional tax for October
is VND 7,584,550.

Lap mot to khai GTGT mAu bang phan
mém hd trg ké khai, s6 liéu khop bang
ké hoa don.

Prepare a sample VAT return in the tax
authority's filing software, figures agreeing
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17

18

19

20

21

22

23

N¢i dung

Content

tax portal.

Excel 1: SUMIFS, COUNTIFS, ROUND.
Téng hop doanh thu theo khach hang va theo
mat hang.

Excel 1: SUMIFS, COUNTIFS, ROUND.
Summarise revenue by customer and by item.

Excel 2: VLOOKUP, INDEX va MATCH,
XLOOKUP, IFERROR. Déi chiéu bang ké
héa don véi danh muc khach hang.

Excel 2: VLOOKUP, INDEX and MATCH,
XLOOKUP, IFERROR. Match the invoice listing
to the customer list.

Excel 3: PivotTable va Data Validation. Lap
bao cao nhap, xuét, ton bén ma hang.

Excel 3: PivotTable and Data Validation. Build
an inward, outward and closing stock report for

four items.

Phan mém ké toan: danh muc, nhép chung
tlr, khoa s6, sao luu.

Accounting software: master lists, voucher entry,
period close, backup.

Béo céo tai chinh: B4o céo tinh hinh tai
chinh (trudc day goi 1a bang can ddi ké
toan), bao cao két qua hoat dong kinh doanh.
Financial statements: the statement of financial
position (formerly the balance sheet) and the
income statement.

Poc vin ban: Luat K& toan, Thong tu
99/2025/TT-BTC, Luat Quan Iy thué
108/2025/QH15.

Reading legislation: the Law on Accounting,
Circular 99/2025/TT-BTC, Law on Tax
Administration 108/2025/QH15.

HO so xin viée: CV mot trang va thu xin
viéc.

Job application: a one-page CV and a covering
letter.

San pham tr kiém
Self-check product

with the invoice listing.

Téng doanh thu thang 1.619.000.000
d6ng, khop tong cuia hai khach hang.
Total monthly revenue of VND
1,619,000,000, agreeing with the two
customers added together.

Danh sach héa don c6 ma khéach khong
ton tai, dugc danh diu bang cong thirc.
A list of invoices with unknown customer
codes, flagged by formula.

Ton cudi SN18 500 thung, tri gia
577.000.000 dong.

Closing SN18 stock of 500 tins worth VND
577,000,000.

Nhap lai cac nghiép vu thang 10; s6 du
tai khoan khép phan Excel.

Re-enter the October transactions; account
balances agree with the Excel workings.

Giai thich bang 10 vi sao tong tai san
bang tong ngudn von cudi thang 10.
Explain in words why total assets equal
total equity and liabilities at the end of
October.

Tra 161 10 cau hoi ty ddt, moi cau ghi sb
Diéu va khoan.

Answer 10 self-set questions, each with
Article and clause.

CV néu bén viéc da lam co con sb, nho
mot ké toan doc va gop ¥.

A CV with four tasks done and their figures,
read and commented on by an accountant.
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N¢i dung

Content

San pham tr kiém

Self-check product

24

Phong van thir va bai kiém tra nghiép vu.

Mock interview and a practical test.

Tra 101 troi chay 25 cau hoi hay gap;

V.

lam dung 8 trén 10 bai kiém tra nghiép

Answer 25 common questions fluently;

score 8 out of 10 on a practical test.

2.9. Thyec tap: xin ¢ dau, lam gi dé dwoce gitr 1ai — Internships: where to apply and

how to be kept on

Noi thue tap

Where

Cong ty dich vu
ké toan
Accounting service

firm

Doanh nghiép
thuong mai, san
Xuét c& vira
Medium trading or
manufacturing
company

Cong ty kiém
toan
Audit firm

Viéc thwong dwgce giao
Usual tasks

Nhap chimng tir, lam s6, d6i
chiéu sao ké ngan hang, hd
tro ké khai cho nhiéu khach
hang

Voucher entry, ledgers, bank
statement matching, filing
support for many clients

Lap phiéu nhap, phiéu Xuét,
ddi chiéu cong ng, theo doi
héa don dau vao

Prepare goods received and
issued notes, match balances,
track input invoices

Gui thu x4c nhan s6 du, ddi
chiéu s6 liéu, kiém tra mau
chung tu

Send balance confirmations,
agree figures, test sample
vouchers

Hoc dwoc gi
What you learn

Nhiéu loai hinh doanh
nghi€p trong thoi gian
ngén

Many kinds of business in
a short time

Mot chu trinh mua —
ban — thu — chi tron ven
A full purchase, sale,
receipt and payment cycle

Nhin céng viée ké toan
tir phia nguoi kiém tra;
thoi gian lam trg Iy
kiém toan dugc tinh
vao 36 thang cong tac
(TT 91 Diéu 4 khoan 3)
See accounting from the
checker's side; time as an
audit assistant counts

towards the 36 months
(Circular 91, Article 4(3))

Piém can d
Watch for

Khoéng giit mat khau
cong thué hay chit ky
sO ctia khach hang
Never hold a client's
tax-portal password or
digital signature

Xin nguoi hudng
dan 6 dinh dé
khong bi giao viée
roi rac

Ask for one fixed
supervisor to avoid
scattered tasks

Hoi sém vé ké hoach
tuyén thuc tap tung
nam va thoi han ndp
hd so

Ask early about each
vear's internship intake
and the application
deadline
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Noi thue tap Viéc thwong dwogce giao Hoc duge gi Piém can dé y

Where Usual tasks What you learn Watch for

Dé bi giao thém viéc

Ho kinh doanh, ngoai ké toan; thoa

cong ty gia dinh S thu chi, ddi chiéu tién Lam tron mot bd s6 nhod thuan pham vi viéc

clia nguoi quen mat, nhap hoa don tr dau dén cudi tr dau

A household Cash book, cash counts, Keep a small set of books  Easily handed non-

business or a invoice entry from start to finish accounting work;

family company agree the scope at the
start

Thoi gian thuc tap c6 duoc tinh vao 36 thang cong tac thuc té dé du thi chimg chi hay
khong do ho so du thi quyét dinh: TT 91 Diéu 5 yéu cau gidy xac nhan thoi gian cong tac
thuc té c6 chit ky ngudi dai dién theo phéap lut ctia don vi va dong dau. Khi két thuc thuc
tap, xin gidy xac nhan ghi rd ngay bat dau, ngay két thuc va noi dung cong viéc, ké ca khi
chua dinh thi.

Whether internship time counts towards the 36 months of practical work depends on the
examination file: Article 5 of Circular 91 requires a confirmation of practical work signed by the
entity's legal representative and stamped. When an internship ends, ask for a confirmation
stating the start date, end date and the work done, even if you do not yet plan to sit.

Bay viéc 1am dé dwoc giit lai — Seven things that get you kept on
« Nhan mét viéc 13p lai hang ngay va lam tron, vi du 1ap phiéu thu, phiéu chi trong ngay
va khép s6 du quy véi sb cudi ngay.
Take one repeating daily task and finish it, for example the day's receipt and payment
vouchers, agreeing the cash balance to the book at close.

« Mbi viéc ghi mot trang so tay: ching tir can 6, nguoi ky, muc nhap trong phan mém,
16i da gip.

Keep a notebook page for each task: documents needed, signatory, sofiware screen, mistakes
met.

« Gom cAu hoi va hoi mot 1an cudi ngay, kém van ban va Diéu di tra.

Batch your questions into one session at the end of the day, with the text and Article already
looked up.

* Bdo sai s6t ngay khi théy, kém dé xuét cach sira; khong tu sura sb trén s d3 khoa.
Report a mistake as soon as you see it with a proposed correction; never alter figures in a
closed ledger.

« Khong nhan mat khau, chir ky sd, con ddu cta cong ty va khong ky thay ai.

Accept no passwords, digital signatures or company seal, and sign for nobody.

* Nop bdo céo tudn mot trang: viéc da xong, s6 liéu chinh, viéc con ton.
Hand in a one-page weekly report: work done, key figures, work outstanding.

« Xin nguoi huéng dan 1am ngudi tham chiéu va xin gidy xac nhan thoi gian, ndi dung
cong viéc khi két thuc.

Ask your supervisor to act as a referee and request a confirmation of dates and duties when
you finish.
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LOI HAY GAP / COMMON MISTAKE — Thuec tap sinh thiy sb sai trén s6 di khoa va ty
x6a hodc nhap de. Luat Ké toan Piéu 27 khoan 1 cAm téy x6a lam mét dau vét; s6 phai stra
bang mot trong ba phuong phap, v6i s6 dién tir 13 14p ching tir diéu chinh (khoan 4). Bao ké
toan trudng, dé nguoi c6 tham quyén ky.

An intern finds a wrong figure in a closed ledger and deletes or overwrites it. Article 27(1) of the Law
on Accounting forbids erasure that destroys the trail; the book must be corrected by one of three
methods, and for electronic books by an adjusting voucher (clause 4). Tell the chief accountant and let
the authorised person sign.

2.10. Viéc can 1am ngay — Action checklist

. Léy bang diém dai hoc hodc cao dfmg, cong s6 tiét nhom tai chinh, ké toan, kiém toan,
phan tich hoat dong tai chinh, thué, chia cho tong s tiét va ghi ty 1é ra gidy.
Get your transcript, add up the hours in finance, accounting, auditing, financial analysis and
tax, divide by total hours, and write the ratio down.

« Tinh ngay du 36 thang cong tac thuc té vé tai chinh, ké toan, kiém toan ctia ban va ghi
vao lich.
Work out the date you reach 36 months of practical finance, accounting or audit work and
put it in your calendar.

* Tra loai hinh va von diéu 1é cua cong ty dang 1am hodc sap lam, dbi chiéu Piéu 21
Nghi dinh 174/2016/ND-CP dé biét ké toan trudong can bang gi.
Check the type and charter capital of your current or intended employer and compare Article
21 of Decree 174/2016/ND-CP to see what qualification its chief accountant needs.

« Hoi hai co s& dao tao vé lich khoa bdi dudng ké toan trudng, van ban ho dung dé mo
16p va thoi gian hoc.
Ask two training institutions about the chief accountant course schedule, the text they rely on
to open the class, and the duration.

- Bat dau tuan 1 cua 10 trinh 24 tuan: 1ap bang s6 du dau ky cia Hoang Lam va kiém
tong 5.029.000.000 dong.

Start week 1 of the 24-week plan: draw up Hoang Lam's opening balances and check the
total of VND 5,029,000,000.

« M6 Excel, gd sau cong thirc & myc 2.7 trén dit lidu tu lap, kiém két qua bang may tinh
tay.
Open Excel, type the six formulas of section 2.7 on data of your own, and check the results
with a calculator.

« Liét ké ba doanh nghiép hodc cong ty dich vu ké toan dé xin thyc tap va guri ho so
trong tuan nay.
List three companies or accounting service firms for an internship and send applications this
week.

« Vi chimg chi qudc t& mudn theo, giri thu hoi to chire cap vé viéc Bo Tai chinh co
cong nhan hay khong va gitr ban tra 101.
For any international qualification you want, write to the awarding body asking whether the
Ministry of Finance recognises it, and keep the reply.
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Chll’()'llg 3. Kién thire nén cot 16i — Chapter 3. Core knowledge

Sau chwong nay ban lam dwgc — What you will be able to do

« Lap phuong trinh ké toan tir s6 du dau ky va kiém tong tai san bang tong ngudn von.
Build the accounting equation from opening balances and check that total assets equal total
equity and liabilities.

« Tra s hiéu va tén tai khoan theo Thong tu 99/2025/TT-BTC, doi tai khoan doi Thong
tu 200 sang tai khoan hién hanh.

Look up account numbers and names under Circular 99/2025/TT-BTC and convert Circular
200 accounts to current ones.

« Dinh khoan nghiép vu mua, ban, thu, tra, chi phi va kiém Ng¢ bang C6 trudc khi nhap
phan mém.
Prepare entries for purchases, sales, receipts, payments and expenses and check debits equal
credits before keying them in.

* Kiém mot chung tr va mdt hoa don c6 du ndi dung bét budc, sira s6 ding mot trong ba
cach cta Luat Ké toan.
Test a document and an invoice for the mandatory content, and correct the books in one of
the three ways the Accounting Law allows.

« Tinh thué GTGT cua ting héa don, murc thué suat TNDN cua cong ty va thué TNCN
trén mot dong bang luong.
Compute the VAT on each invoice, the company's corporate income tax rate and the personal
income tax on a payroll line.

3.1. Phwong trinh ké toan va so du dau ky ciia Hoang LAm — The accounting

equation and Hoang Lam's opening balances

Moi but toan trong s6 ké toan theo mot dang thirc: Tai san = No¢' phai tra + Von chii s&
hiru. Tai san 1a tht cong ty dang nim giit dé kinh doanh: tién, khoan khach con ng, hang
trong kho, xe tai, k€ kho. No phai tra 1a phﬁn tai san hinh thanh tir tién mua chiu va tién
di vay. Vén chi s¢ hiru 13 phan cha cong ty gop cong loi nhuan giit lai. Mdi nghiép vu
1am thay doi it nhat hai khoan muc, va hai vé van bang nhau sau khi ghi.

Every entry in the books follows one equation: assets = liabilities + owners' equity. Assets are
what the company holds in order to trade: cash, amounts customers still owe, stock in the
warehouse, the delivery truck, the shelving. Liabilities are the part of the assets funded by goods
bought on credit and by borrowing. Owners' equity is the capital the owners put in plus profit
kept in the business. Every transaction changes at least two items, and the two sides still balance
once it is recorded.

Ngay 01/10/2026 Nguyén Minh Thu nhéan s6 cia Cong ty TNHH Vat liéu Hoan thién
Hoang Lam vé&i s6 du dau ky ¢ bang dudi. Viéc dau tién 1a cong lai: tong tai san
5.029.000.000 d6ng, no phai tra 1.545.000.000 dong, von chu s¢ hitu 3.484.000.000
ddng; 1.545.000.000 + 3.484.000.000 = 5.029.000.000.

On 1 October 2026 Nguyén Minh Thu took over the books of Hoang Lam Finishing Materials
Co., Ltd with the opening balances in the table below. The first job is to add them up: total assets
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5,029,000,000 dong, liabilities 1,545,000,000 dong, owners' equity 3,484,000,000 dong;
1,545,000,000 + 3,484,000,000 = 5,029,000,000.

S6 dw dau ky ngay 01/10/2026 — Opening balances at 1 October 2026

Tén tai khoan Duw Nog Dw Co
Account Debit Credit

Tién mat
Cash on hand 92.000.000
Tién gtri khong ky han
12 Cash at bank (demand deposits) 1.180.000.000
131 Phai thu c1.1a khach hang 760.000.000
Trade receivables
Hang hoa
= Merchandise inventory 1.839.000.000
1 Tai san ¢ dinh hitu hinh 1.620.000.000

Tangible fixed assets

214 Hao mon tai san co dmh 486.000.000

Accumulated depreciation

Chi phi cho phéan bd

242 Prepaid expenses to be allocated 24.000.000
331 Phai tra cho nguoi ban 845.000.000
Trade payables
Vay va ng thué tai chinh
341 Borrowings and finance lease liabilities 700.000.000
4111 Yoneop cuachu s hiu 3.000.000.000

Owners' contributed capital

Loi nhuan sau thué chua phan phdi lily ké
4211  dén cudi nam trudce 484.000.000

Retained earnings brought forward

Cong

5.515.000.000 5.515.000.000
Total

Téng du No va tong du Co déu bang 5.515.000.000 déng. Con sb ndy 16n hon tong tai
san vi hao mon lity ké 486.000.000 dong nam bén C6; trir khoan d6 khoi nhom tai san thi
5.515.000.000 — 486.000.000 = 5.029.000.000.

Total debit balances and total credit balances are both 5,515,000,000 dong. The figure is larger

than total assets because accumulated depreciation of 486,000,000 dong sits on the credit side;
deducting it from the assets gives 5,515,000,000 — 486,000,000 = 5,029,000,000.
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TAI SAN NO PHAI TRA 1.545
5.020 +VON CHU SO HU'U 3.484
Chi phi chd phan bd (242): 24

Loi nhuan chua phan phéi (4211
Phai thu khéch hang (131) i nhmén chus phén phoi (4211)
760

Tién (111, 112)
1.272

Vén gbp cia chii sé hitu (4111)
3.000

TSCD con lai (211 - 214) =
1.134

Vay ngén han (341)
Hang t6n kho (156) 700
1.839

Phai trd ngui bén (331)
845

Don vi: tri¢u dong, s6 du ngay 01/10/2026

Hinh 3.1. Phuong trinh ké toan bang sb du dau ky cia Hoang Lam (triéu dong)
Figure 3.1. The accounting equation with Hoang Lam's opening balances (million dong)

Bon nghi¢p vu thang 10 lam phuwong trinh thay d6i thé nao — How four October
transactions move the equation

Tong tai san
sau

Assets after

Nghiép vu Tai san No phai tra | Von chi

Transaction Assets Liabilities Equity

01/10 Sé du dau ky

1 Oct: opening balance 5.029.000.000

02/10 Mua 400 thung SN18 cua

Tan Phong, chua tra (d3 gom thué

GTGT 8%) +501.120.00 +501.120.00
2 Oct: 400 pails of SN18 bought from 0 0

Tan Phong on credit (8% VAT

included)

0 5.530.120.000

12/10 Thanh D6 tra ng bang
chuyén khoan

12 Oct: Thanh Do settles its debt by
bank transfer

0 0 0 5.530.120.000

15/10 Tra ng Tan Phong bang

chuyén khoan —620.000.00 —620.000.00
15 Oct: Tan Phong paid by bank 0 0

transfer

0 4.910.120.000
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Tong tai san
sau
Assets after

Nghiép vu Tai san No phai tra | Von chi

Transaction Assets Liabilities Equity

18/10 Ban 1¢ 474.000.000 cong

thué, thu chuyén khoan, gia von

375.600.000 +136.320.00
18 Oct: retail sales of 474,000,000 0

plus tax, paid by transfer, cost of
sales 375,600,000

O nghiép vu cubi, vén chu sé hitu ting 98.400.000 dong, bang doanh thu 474.000.000 trix
gia vén 375.600.000; 37.920.000 dong thué GTGT dau ra la khoan cong ty giit ho Nha
nudc nén nam & ng phai tra, khong phai thu nhap cia cong ty. Sau bén nghiép vu, tong
tai san 5.046.440.000 dong bang ng phai tra 1.464.040.000 dong cong vbén chi
3.582.400.000 dong.

In the last transaction owners' equity rises by 98,400,000 dong, which is revenue of 474,000,000
less cost of sales of 375,600,000, the 37,920,000 dong of output VAT is money the company
holds for the State, so it sits in liabilities and is not the company's income. After the four
transactions total assets of 5,046,440,000 dong equal liabilities of 1,464,040,000 dong plus
equity of 3,582,400,000 dong.

+37.920.000 +98.400.000  5.046.440.000

Vi DU/ EXAMPLE — Thu mé bang s du dau ky trong phan mém va lam ba phép kiém
trude khi ghi nghiép vu nao. Mot: tong du No bang téng du C6 (5.515.000.000). Hai: s6 chi
tiét TK 131 gém Thanh D6 460.000.000 va Gia An 300.000.000, cong 760.000.000, khép s6
du TK 131. Ba: TK 331 chi c6 Tan Phong 845.000.000. Léch mot ddng & phép nao thi dimg
va hoi Vit Quang Huy hoic ké toan truong Pang Thi Hong Nhung trudc khi nhap nghiép vu
dau tién.

Thu opens the opening-balance sheet in the sofitware and makes three checks before posting anything.
One: total debits equal total credits (5,515,000,000). Two: the TK 131 subsidiary ledger shows Thanh
D6 460,000,000 and Gia An 300,000,000, together 760,000,000, which agrees with the TK 131
balance. Three: TK 331 holds only Tan Phong, 845,000,000. If any check is out by a single dong she
stops and asks Vii Quang Huy or the chief accountant Bang Thi Hong Nhung before posting the first
transaction.

3.2. H¢ théng tai khoan theo Thong tw 99/2025/TT-BTC — The chart of accounts
under Circular 99/2025/TT-BTC

Luat Ké toan quy dinh mdi don vi chi dung mot hé thong tai khoan cho ké toan tai chinh
(Diéu 22 khoan 2) va duoc chi tiét thém cac tai khoan da chon dé phuc vu quan 1y (Piéu
23 khoan 2). Doanh nghiép ap dung hé thong tai khoan tai Phy luc II ctia Thong tu
99/2025/TT-BTC (Piéu 11 khoan 1). Mudn stra tén, s6 hiéu hodc két cdu tai khoan,
doanh nghiép phai ban hanh Quy ché hach toan ké toan néu rd 1y do va trach nhiém (Piéu
11 khoan 2). Ngudi méi khong ty dit s6 hiéu tai khoan; muén theo ddi riéng thi mo sb
chi tiét theo ddi tuong.

The Accounting Law lets each entity use only one chart of accounts for financial accounting
(Article 22, clause 2) and lets it break the chosen accounts down further for management
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purposes (Article 23, clause 2). Enterprises apply the chart in Appendix II of Circular
99/2025/TT-BTC (Article 11, clause 1). To change the name, number or structure of an account,
the enterprise must issue an accounting policy manual stating the reason and who is responsible
(Article 11, clause 2). A newcomer never invents an account number; to track something
separately, open a subsidiary ledger by counterparty.

S6 hiéu c6 ba chir s ¢ cap 1 (131, 156, 511) va bdn chit sé & cap 2 (1331, 3331, 4111).
Chi tiét theo khach hang, nha cung cap, mi hang khong c6 s6 hiéu riéng: Thanh D6 va
Gia An 14 hai dong trong so chi tiét cia TK 131, SN18 va BB40 13 hai ma trong so chi
tiét cuia TK 156. Hé théng 6 9 loai, chit sé dau cua s6 hiéu cho biét loai.

Account numbers have three digits at level 1 (131, 156, 511) and four digits at level 2 (1331,
3331, 4111). Detail by customer, supplier or item has no number of its own: Thanh D6 and Gia
An are two lines in the TK 131 subsidiary ledger, SN18 and BB40 are two items in the TK 156
subsidiary ledger. There are 9 classes, and the first digit of the number tells you the class.

Chin loai tai khoian — The nine account classes

Tai khoan tiéu £ S
So du cuoi ky
Closing balance

Tang bén

Increases on

biéu
Typical accounts

Tai san: tién, phai thu, hang
ton kho
Assets: cash, receivables,

111, 112, 131,
1331, 156

inventories

Tai san: TSCP, diu tu, chi

No (214: Co)

phi chd phan bo 211 D 5 No (214: C6) ,

D 214:
Assets: fixed assets, investments, ’ ’ Debit (214 credit) C:el:;)( !
prepayments
No phai tra 331, 3331, 334, Co Co
Liabilities 3383, 341 Credit Credit
Vén chi s& hitu Co Co
Owners' equity 4111, 4211 Credit Credit
Doanh thu Co6 (521: No) Khong co
Revenue S11, 515,521 Credit (521: Debit) = None
Chi phi san xudt, kinh doanh No Khong cb
Production and trading costs S5 (B3, (AL, (02 Debit None
Thu nhép khac 711 Co Khong co
Other income Credit None
Chi phi khac 811, 821 No . Khong co
Other expenses Debit None
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Tai khodan tiéu
biéu
Typical accounts

Tang bén S6 dw cudi ky

Increases on Closing balance

Két chuyén cubi
911 ky

Closing entries

Xéc dinh két qua kinh doanh

Determination of results

Khong co

None

GHI NHO / KEY POINT — Tai san va chi phi ting bén Ng¢. No phai tra, von cha s¢ hitu va
doanh thu ting bén C6. Tai khoan diéu chinh giam nhu 214 (hao mon) va 521 (giam trir
doanh thu) c6 chiéu ngugc lai v6i nhém cuia nd. Tai khoan loai 5 dén 8 khong con s6 du sau
khi két chuyén sang TK 911 cudi ky.

Assets and costs increase on the debit side. Liabilities, owners' equity and revenue increase on the
credit side. Contra accounts such as 214 (accumulated depreciation) and 521 (deductions from

revenue) run opposite to their group. Accounts of classes 5 to 8 carry no balance once they are closed
to TK 911 at period end.

LOI HAY GAP / COMMON MISTAKE — M¢ sach hodc mau cii tim TK 5211, 5212,
5213 cho chiét khau va hang ban bi tra lai, hodc ghi No TK 611, 631. D6 1a tai khoan doi
Thong tu 200. Hé thong tai khoan ctia Thong tu 99 c¢o6 TK 521 khong chia cap 2, va khong
con TK 611, 631 (hai tai khoan nay van c6 & Thong tu 133). Phan mém béo tai khoan khong
tdn tai, hodc bao céo léch, 1a dau hiéu ban dang dung danh muc ci; ddi chiéu voi Phu luc I
trude khi ghi.

Looking in an old book or template for TK 5211, 5212, 5213 for discounts and sales returns, or
debiting TK 611 or 631. Those are Circular 200 accounts. The Circular 99 chart has TK 521 with no
level-2 split, and no TK 611 or 631 (both still exist under Circular 133). If the software reports that an
account does not exist, or a report does not balance, you are probably using an old chart; check
Appendix Il before posting.

3.3. Tai khoan nguwdéi méi dung h%lng ngay — Accounts a newcomer uses every day

Bang dudi liét ké cac tai khoan xuat hién trong nghiép vu thang 10/2026 cua Hoang Lam,
kém luc nao phai dung. Tén tai khoan dung theo Phu luc II cia Thong tu 99/2025/TT-
BTC.

The table lists the accounts that appear in Hoang Lam's October 2026 transactions and when to
use each. Account names follow Appendix II of Circular 99/2025/TT-BTC.

TK Tén theo Thong tw 99 Dung khi
Ace. Name under Circular 99 Used when

Phiéu thu, phiéu chi tién mat; tha quy ghi s6 quy

Tién mat
111 : Cash receipt and payment vouchers; the cashier keeps the
Cash on hand
cash book
112 Tién gtri khong ky han Gidy bao No, gidy bao C0, sao ké ngan hang
Cash at bank (demand deposits) Bank debit and credit advices, bank statements
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Tén theo Thong tw 99 Dung khi
Name under Circular 99 Used when
131 Phai thu cia khach hang Béan chiu, thu ng; theo doi tirng khach
Trade receivables Credit sales and collections, tracked by customer

Thué GTGT duoc khau trir ciia
1331  hang hoa, dich vu

Input VAT on goods and services

Thué GTGT ghi trén hoa don mua hang hop 1¢

VAT on valid purchase invoices

141 Tam tng Nhan vién tmg tién di mua hang, cong tac
Advances to employees Staff advances for purchases or business trips

156 Hang hoa Nhap, xuit hang hoa; theo ddi timg ma hang
Merchandise inventory Goods received and issued, tracked by item

,y;  Taisan ¢b dinh hiru hinh Mua xe tai, k& kho, thiét bi; ghi nguyén gia
Tangible fixed assets Purchase of truck, shelving, equipment, at original cost
Hao mon TSCD hitu hinh

Khiu hao hing thang ctia TSCP hitu hinh

2141 ati i
Accumulated depreciation of Monthly depreciation of tangible fixed assets

tangible fixed assets
54y Chiphi che phan b Khoan da chi nhung phéan b vao nhiéu thang
Prepaid expenses to be allocated Spending that is allocated over several months
331 Phai tra cho nguoi ban Mua chiu, tra ng; theo ddi tirng nha cung cép
Trade payables Purchases on credit and payments, tracked by supplier
3331 Thué gié tri gia ting phai nop Thué GTGT déu ra, két qua khau trlr, ndp thué
VAT payable Output VAT, the offset result, payment of the tax
3334 Thué thu nhap doanh nghiép TNDN tam tinh va quyét toan
Corporate income tax payable Provisional and final corporate income tax
3335 Thué thu nhap ca nhan TNCN khau trir tir lwong, ndp thay nguoi lao dong
Personal income tax payable Personal income tax withheld from pay and paid over
334 Phai tra nguoi lao dong Luong phai tra, thyc linh, tam ung trir luong
Payables to employees Pay due, net pay, advances deducted from pay
3382 Kinh phi cong doan Kinh phi cdng doan trich 2% quy luong
Trade union fee Trade union fee at 2% of the payroll base
y _ BHXH: phén doanh nghiép 17,5%, ngudi lao don
Bao hiém xa hoi P ghiep ™ e
SELE Social insurance e
Social insurance: employer 17.5%, employee 8%
334 B0 hiém y té BHYT: phan doanh nghiép 3%, ngudi lao dong 1,5%
Health insurance Health insurance: employer 3%, employee 1.5%
Béo hiém that nghiép BHTN: doanh nghiép 1%, nguoi lao dong 1%
3386 . .
Unemployment insurance Unemployment insurance: employer 1%, employee 1%
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Tén theo Thong tw 99 Dung khi
Name under Circular 99 Used when
3411 Cac khoan di vay Khoan vay ngan hang; 1ai vay ghi riéng ¢ 635
Borrowings Bank loan; interest is recorded separately in 635
4111 Vén gop cua chu sé hitu Vén cac thanh vién da gop
Owners' contributed capital Capital contributed by the members

Loi nhuén sau thué chwa phan
4211 phéi liy ké dén cubi nam trude

Retained earnings brought forward

Loi nhuan gitr lai sau thué; két chuyén tr 911
Profit retained after tax, transferred from 911

Doanh thu ban hang va cung cap
511 dich vu

Revenue from sales and services

Doanh thu ban hang chua thué, theo héa don
Sales revenue before VAT, per invoice

sy;  Céckhoan giam trir doanh thu Chiét khau, hang ban bi tra lai, giam gia

Deductions from revenue Discounts, sales returns and allowances
632 Gia von hang ban Gia von clia hang da ban, tinh khi khéa s6
Cost of goods sold Cost of goods sold, computed at month end
635  Chiphitai chinh Lai vay, chiét khu thanh toan cho khach
Finance costs Loan interest, settlement discounts given
. 1 Luong nhan vién ban hang, khdu hao xe, cudc giao
Chi phi ban hang . g & g
641 ) hang
Selling expenses , . .
Sales staff pay, truck depreciation, delivery costs
Chi phi quan ly doanh nghi¢ Ko a1, aen . .
phtq y o . ghiep Luong khoi quan ly, dién thoai, van phong
642 General and administrative N -~ .
Office staff pay, telephone, office costs
expenses
71y Thunhap khac Thanh 1y tai san, tién phat thu dugc
Other income Disposal proceeds, penalties received
211 Chi phi khac Gia tri con lai khi thanh 1y, tién phat phai tra
Other expenses Carrying amount on disposal, penalties paid

Chi phi thué TNDN hién hanh

8211  Current corporate income tax

Chi phi thué TNDN ctia ky

Corporate income tax expense of the period
expense

Gom doanh thu, chi phi cubi ky dé ra i, 1

Gathers revenue and costs at period end to show profit or

Xac dinh két qua kinh doanh

Determination of business results

911

loss
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Ai & Hoang Lam cham vao tai khodn nao — Who at Hoang Liam touches which accounts

Ngwoi Viéc Tai khoan chinh
Person Role Main accounts

K¢é toan kho, cong ng (m&i vao 01/10/2026)
Nguyén Minh Thu Inventory and receivables/payables accountant 156,131, 331, 1331
(joined 1 Oct 2026)

N K¢é toan tong hop 511, 632, 641, 642, 3331,
Vil Quang Huy General accountant 911, 4211
L& Thi Mai Thu quy 111, s6 qu§
’ Cashier ’
Dang Thi Héng IC(;.toan truoz‘ngl:.duyd, ky, k,hoa slo " moi tai khoan
Nhung lefaccoun ant: approves, Signs, ctoses ne all accounts

books

Minh Thu chi ghi céc tai khoan & dong dau, nhung phai doc dugc ca bang: mot hoa don
ban hang cham 131, 511, 3331 va sau d6 632, 156, tuc la vi¢c cia ba nguoi trén mot
chung tur.

Minh Thuw posts only the accounts in the first row, but she has to read the whole table: one sales

invoice touches 131, 511 and 3331 and later 632 and 156, which means three people work on
one document.

3.4. Tir Thong tw 200 sang Thong tw 99: nhirng chd di d6i — From Circular 200
to Circular 99: what has changed

Thong tu 99/2025/TT-BTC c¢6 hiéu luc tir 01/01/2026, ap dung cho nim tai chinh bat dau
tir hodc sau ngay do, va thay Thong tu 200/2014/TT-BTC (Piéu 31 khoan 1). Doanh
nghiép nho va vira duoc chon ap dung Thong tu 99 (Piéu 31 khoan 3); Thong tu
133/2016/TT-BTC danh cho nhém nay van con hiéu lyc. Hoang Lam chon Théong tu 99.
Sach, mau biéu va nhiéu déng nghiép 16n tudi van nodi theo tén cii; ngudi méi hay vap &
cac tai khoan va bao cdo di doi tén hodc bi bo.

Circular 99/2025/TT-BTC took effect on I January 2026, applies to financial years starting on
or after that date, and replaces Circular 200/2014/TT-BTC (Article 31, clause 1). Small and
medium-sized enterprises may choose Circular 99 (Article 31, clause 3); Circular 133/2016/TT-
BTC for that group remains in force. Hoang Lam uses Circular 99. Books, templates and many
older colleagues still use the old names, and newcomers most often trip over the accounts and
reports that were renamed or dropped.

N¢i dung Thong tu 200 Thong tu 99 Viéc phai lam
Item Circular 200 Circular 99 What to do

Bao cao BO1- , A gt L Béo cao tinh hinh tai chinh; Ghi tén moi trén tiéu dé,
Bang can doi ke P L oz

DN todn tong tai san la ma so6 280 tim diing ma so

Report BOI- Statement of financial position, Use the new title and find the
Balance sheet - . .

DN total assets is line 280 right line code
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N¢i dung

Item

TK 112

TK 155

TK 242

TK 3387

TK 521

Tai khoan bo
Accounts
removed

Tai khoan
thém
Accounts
added

TK 2413,
2414

Chi phi sua
chira 16n
Major repair
costs

Thong tu 200
Circular 200

Tién giri ngan
hang
Bank deposits

Thanh phim
Finished goods

Chi phi tra trudc
Prepaid expenses

Doanh thu chua
thure hién
Uneamed revenue

Co6 5211, 5212,
5213

Split into 5211,
5212, 5213

161,417, 441,
461, 466, 611, 631

2413 Stra chira l6n
TSCb

2413 Major repairs
of fixed assets

Trich trudce theo ké
hoach

Provision made in
advance

Thong tu 99
Circular 99

Tién giri khong ky han; c6 ky
han ghi ¢ TK 1281

Demand deposits; term deposits
goto TK 1281

San pham
Products

Chi phi cho phéan bd

Expenses awaiting allocation

Doanh thu chd phan bd

Revenue awaiting allocation

Khoéng chia cap 2

No level-2 accounts

Khong con (611, 631 con &
Thong tu 133)

Gone (611 and 631 remain under
Circular 133)

215 Tai san sinh hoc; 332 Phai
tra co tire, 1gi nhuan

215 Biological assets, 332
Dividends and profit payable

2413 Sua chira, bao dudng
dinh ky; 2414 Nang cip, cai
tao

2413 Periodic repairs and
maintenance; 2414 Upgrades

Chua sira thi khong trich tiép
(Diéu 30 khoan 4)

No further provision if the repair
has not started (Article 30, clause

4)

Viéc phai lam
What to do

Téch khoan gtri ¢6 ky han
sang 1281
Move term deposits to 1281

Do1 tén goi trong s6 va
béao cao
Rename in books and reports

Dung tén méi; cach phan
b6 khong doi

Use the new name, the
allocation method is
unchanged

Dung tén méi
Use the new name

Ghi thang 521, phan loai
trong so chi tiét

Post to 521 and classify in
the subsidiary ledger

Sb du 441 va 466 chuyén
sang 4118 (Piéu 29)
Balances of 441 and 466
move to 4118 (Article 29)

S6 phai tra cd tuc trong
338 chuyén sang 332
Dividends payable held in
338 move to 332

Phan nang cép, cai tao con
do dang chuyén sang 2414
Unfinished upgrade costs
move to 2414

Ra khoan da trich trudc
trong s6 dau nam 2026
Review provisions already

made in the books at the
start of 2026

GHI NHO / KEY POINT — M3 s trén Béo cdo tinh hinh tai chinh khéng dugc danh lai:
chi tiéu nao khong c6 s6 liéu thi bé dong, gitr nguyén mi cta cac dong con lai (Thong tu 99
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Diéu 17 khoan 4). Bio c4o ciia Hoang Lam va béo cdo cua dbi tac vi thé so duoc v6i nhau
theo ma.

Line codes on the statement of financial position are never renumbered. a line with no figure is
dropped and the codes of the remaining lines stay as they are (Circular 99, Article 17, clause 4). That
is why Hoang Lam's report and a counterparty's report can be compared code by code.

3.5. Ghi s6 kép va dinh khoan — Double entry and journal entries

Ghi s6 kép 1a ghi mdi nghiép vu vao it nhét hai tai khoan, mot bén Ng, mot bén Co, téng
tién hai bén bang nhau. Pinh khoan 14 viéc chon tai khoan, chiéu Ng hay C6 va sd tién
trudc khi nhap phﬁn mém. Phan mém chin bat toan 1éch, nhung chi bat 13i cong, khong
bét 16i chon nham tai khoan.

Double entry means recording each transaction in at least two accounts, one debited and one
credited, for equal amounts. A journal entry is the decision on which accounts, which side and

what amount, made before anything is keyed into the software. The software rejects an
unbalanced entry, but it catches only arithmetic errors, not the choice of a wrong account.

1. Boc ching tir: ngay, bén mua, bén ban, hang hoa, gia chua thué, thué suét, téng tién,
da tra hay chua.
Read the document: date, buyer, seller, goods, price before tax, tax rate, total, paid or not.
2. Goi tén céc tai khoan bi tdc dong va loai ciia ching: tai san, ng phai tra, doanh thu hay
chi phi.
Name the accounts affected and their class: asset, liability, revenue or expense.
3. Quyét dinh chiéu: tai san va chi phi ting ghi No; ng phai tra, von va doanh thu ting
ghi Co; giam thi nguoc lai.
Decide the side: assets and expenses increase on the debit; liabilities, equity and revenue
increase on the credit; decreases go the other way.

4. Kiém: tong No bang tong Co, s6 tién khop ching tir, tién thué tach riéng khoi gia tri
hang.
Check: total debits equal total credits, the amount agrees with the document, tax is
separated from the value of the goods.

Pinh khoin: mua SN18, ban cho Thanh P4, gia von / Journal entries: SN18 purchase,
sale to Thanh Do, cost of sales

NV1 No TK 156 — Hang hoa: 400 thung SN18 nhap kho 02/10....eeserreersencne 464.000.000
No TK 1331 — Thué GTGT duoc khéu trir ciia hang hoa, dich Vil ... 37.120.000
C6 TK 331 — Phai trd cho nguoi ban: Tan Phong .................... 501.120.000
NV2 No TK 131 — Phai thu cua khach hang: Thanh D6, 08/10......eveersenn. 1.236.600.000
C6 TK 511 — Doanh thu ban hang va cung cép dich vu........ 1.145.000.000
C6 TK 3331 — Thué GTGT phai nop (ddu ra 8%).........ocevve...... 91.600.000
NV3  Ne¢ TK 632 — Gia von 500 thung SN18 va 200 thung SNT18 (ghi khi khoa s6)
913.000.000
C6 TK 156 — HANG hOQ.........ooooeoeeeeeeeeeeeeeeeeeeeeeeeeeeeene 913.000.000

NV1 dua gia chua thué 464.000.000 vao TK 156 va thué 37.120.000 vao TK 1331; tong
501.120.000 1a s6 Hoang Lam ng Tan Phong. NV2 nguoc lai: tién Thanh P6 no gdm ca
thué (1.236.600.000), doanh thu chi 14 1.145.000.000, con 91.600.000 14 thué phai nop ho
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Nha nuée. NV3 tach khoi NV2 vi xuat kho binh quéan cubi thang chi c6 don gia sau khi
cong hét hang nhap trong thang: SN18 1.154.000 dong mdt thung, SNT18 1.680.000
déng mot thung; 500 x 1.154.000 + 200 x 1.680.000 = 913.000.000.

NVI puts the price before tax of 464,000,000 into TK 156 and the tax of 37,120,000 into TK
1331; the total of 501,120,000 is what Hoang Lam owes Tdan Phong. NV2 runs the other way:
what Thanh D6 owes includes tax (1,236,600,000), revenue is only 1,145,000,000, and
91,600,000 is tax payable to the State. NV3 is separate from NV2 because month-end weighted-
average issue pricing gives a unit cost only after all the month's receipts are added: SNI18 at
1,154,000 dong per pail, SNTI8 at 1,680,000; 500 x 1,154,000 + 200 x 1,680,000 =
913,000,000.

Dinh khoan: ban 1é, thu ng, tra ng / Journal entries: retail sale, collection, payment
NV4 N¢ TK 112 — Tién giri khong ky han: khach 1é chuyén khoan 18/10....511.920.000

C6 TK 511 — Doanh thu ban hang va cung cép dich vu........... 474.000.000
Co6 TK 3331 — Thué GTGT phai nop (ddu ra 8%).........ocevve...... 37.920.000
NV5  No TK 112 — Thanh D6 trad 10 12/10ueuereesecssesssessesssssssssesssssssssesses 460.000.000
C6 TK 131 — Phai thu cua khach hang: Thanh Pé................... 460.000.000
NV6 No TK 331 — Phai tra cho nguoi ban: tra Tan Phong 15/10 .....ecevereneee. 620.000.000
Co6 TK 112 — Tién giri khong ky han..........o.ooeeveeeeeveeeeeeane. 620.000.000

Dinh khoan: chi phi thang 10 / Journal entries: October expenses
NV7 No¢ TK 642 — Cudc Internet va dién thoai 25/10 (thué suat 10%, khong dugc giam)

2.500.000
No TK 1331 — Thué GTGT duoc khéu trir ciia hang hoa, dich Vil eueeueeeeeees. 250.000
Co6 TK 112 — Tién giri Khong Ky han..........oooveeveeeeeveeeeeieeeeenn. 2.750.000
NV8 No¢ TK 641 — Khiu hao xe tai (b6 phan bAn hANE) ceeeeeeeseesersersessessesseseeses 9.500.000
No TK 642 — Khiu hao ké kho va thiét bi (QUAN 1).eeueeseererseessessessesseessenee 5.000.000
C6 TK 2141 — Hao mon TSCD hiru hinh..........coocovvvvevrennn. 14.500.000

NV7 1a héa don duy nhat ciia thang c6 thué suat 10%: cudc vién thong khong dugc giam
xubng 8%. Cudc 2.500.000 cong thué 250.000 1a 2.750.000 dong, tra bang chuyén
khoan. NV8 1a but toan khong c6 chimg tir tir bén ngoai: ké toan 1ap tir bang tinh khiu
hao, cong 9.500.000 + 5.000.000 = 14.500.000 dong.

NV7 is the only invoice of the month taxed at 10%: telecom charges do not get the reduction to
8%. The charge of 2,500,000 plus tax of 250,000 comes to 2,750,000 dong, paid by bank
transfer. NV8 has no outside document: the accountant prepares it from the depreciation
schedule, 9,500,000 + 5,000,000 = 14,500,000 dong.

Tai khoan chir T: theo déi sé du ciia mot tai khoan — T-accounts: following the balance
of one account

Tai khoan chit T ¢6 bén No & trai, bén C6 ¢ phai. SDPK 14 sé du dau ky, Cong PS 1a
téng phat sinh trong ky, SDCK 1a sé du cubi ky. Véi tai khoan tai san, SDCK bang
SDDBK cong phat sinh No trir phét sinh Co; véi tai khoan ng phai tra thi ngugc lai.

A T-account has the debit side on the left and the credit side on the right. SDDK is the opening
balance, Cong PS the total movement in the period, SDCK the closing balance. For an asset

account the closing balance is the opening balance plus debits less credits; for a liability
account it is the other way round.
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No TK 156 — Hang héa Co
Dr Account 156 — Merchandise inventory Cr
SDBK 1.839.000.00
0
Mua SN18 02/10 464.000.000 | Gia vén thang 10 1.288.600.00
0
Mua BB40 05/10 214.000.000
Cudc van chuyén BB40 5.000.000
Cong PS 683.000.000 | Cong PS 1.288.600.00
0
SDCK 1.233.400.00
0
No TK 131 — Phai thu ctia khach hang Co
Dr Account 131 — Trade receivables Cr
SDBK 760.000.000
Ban Thanh D6 08/10 1.236.600.00 | Thanh D6 tra 12/10 460.000.000
0
Cong PS 1.236.600.00 | Cong PS 460.000.000
0
SDCK 1.536.600.00
0
No TK 331 — Phai tra cho ngudi ban Co
Dr Account 331 — Trade payables Cr
SDBK 845.000.000
Tra Tan Phong 15/10 620.000.000 | Mua SN18 02/10 501.120.000
Mua BB40 05/10 231.120.000
Cong PS 620.000.000 | Cong PS 732.240.000
SDCK 957.240.000
No TK 112 — Tién giri khong ky han Co
Dr Account 112 — Cash at bank Cr
SDBK 1.180.000.00
0
Thanh D6 tra 12/10 460.000.000 | Tra Tan Phong 15/10 620.000.000
Ban 1¢ 18/10 511.920.000 | Cudc van Chuyén BB40 5.400.000
Cudc vién thong 25/10 2.750.000
Lai vay 31/10 4.200.000
Cong PS 971.920.000 | Cong PS 632.350.000
SDCK 1.519.570.00
0
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Cubi thang 10, trude khi chi luong: TK 156 du No 1.233.400.000, bang tong gié tri ton
cia bon ma hang; TK 131 du N¢ 1.536.600.000, g(A)m Thanh B6 1.236.600.000 va Gia
An 300.000.000; TK 331 du Co6 957.240.000, toan bd la Tan Phong; TK 112 du No
1.519.570.000. Mua BB40 c6 thué 17.120.000, cudc van chuyén BB40 nim trong gia
nhap (4.2 xtt 1y tiép).

At the end of October, before payroll is paid: TK 156 has a debit balance of 1,233,400,000,
equal to the value of the four items in stock; TK 131 has a debit balance of 1,536,600,000, made
up of Thanh D6 1,236,600,000 and Gia An 300,000,000; TK 331 has a credit balance of
957,240,000, all of it Tan Phong; TK 112 has a debit balance of 1,519,570,000. The BB40
purchase carries tax of 17,120,000, and the BB40 freight is part of the cost of the goods (section
4.2 returns to it).

LOI HAY GAP / COMMON MISTAKE — Ghi doanh thu bang sé tién trén téng thanh
toan ciia hoa don: C6 TK 511 1.236.600.000 thay vi 1.145.000.000. Doanh thu ting khong
91.600.000 dong, thué GTGT dau ra thiéu ding sd d6, to khai quy sai va loi nhuan cao hon
thuc té. Cach tranh: luon doc ba dong cudi hoa don (cong tién hang, tién thué, tong thanh
toan) trude khi dinh khoan.

Recording revenue at the invoice total: credit TK 511 1,236,600,000 instead of 1,145,000,000.
Revenue is overstated by 91,600,000 dong, output VAT is short by exactly that amount, the quarterly
return is wrong and profit is higher than it should be. How to avoid it: always read the last three lines
of the invoice (goods total, tax, amount payable) before choosing the entry.

GHI NHO / KEY POINT — But toan can No — C6 van sai néu chon nham tai khoan: ghi No
641 thay vi 642, C6 331 thay vi 131 déu qua duogc kiém ciia phan mém. Kiém bang cach doc
lai tén tai khoan va ddi chiéu véi loai nghiép vu trude khi bim luu.

An entry that balances can still be wrong: debiting 641 instead of 642, or crediting 331 instead of
131, both pass the software check. Re-read the account names and compare them with the type of
transaction before saving.

Biit toan 1: doanh thu va thué
No 131 1.236.600.000
C6511 1.145.000.000

C6 3331 91.600.000

Ang
ay giao hans
ngay =

Héa don GTGT va phiéu xuit kho
08/10/2026
500 thung SN18, 200 thung SNT18

don gi Biit to4n 2: gi4 von (khéa sb cudi thang)
= Quan g No 632 913.000.000
: C6 156 913.000.000

Hinh 3.3. Mot ching tir ban hang sinh hai but toan: doanh thu va thué, gia von
Figure 3.3. One sales document, two entries: revenue and tax, and cost of sales
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3.6. Chirng tir ke toan va hoa don — Accounting documents and invoices

S6 ké toan chi dugc ghi tir chimg tir (Luat Ké toan Piéu 21 khoan 1, Piéu 26 khoan 2).
Moi nghiép vu phét sinh phai c6 ching tir, va mdi nghiép vu chi 14p ching tir mot lan
(Piéu 18 khoan 1; Thong tu 99 Piéu 10 khoan 1). Chtng tir chwa c6 mau thi don vi tu 1ap
nhung phai ¢t ndi dung cua Piéu 16 (Piéu 18 khoan 2).

The books may be written only from source documents (Accounting Law, Article 21, clause I and
Article 26, clause 2). Every transaction needs a document, and each transaction is documented

once (Article 18, clause 1; Circular 99, Article 10, clause 1). Where no template exists the entity
designs its own, but it must contain the content required by Article 16 (Article 18, clause 2).

Noi dung chii yéu ciia chirng tir (Piéu 16 khoan 1) — Main content of a document
(Article 16, clause 1)

Noi dung bit bude Trén phiéu nhap kho SN18 ngay 02/10/2026
Required content On the SN18 goods received note of 2 Oct 2026

N Tén va sb hiéu cua chung tir Phiéu nhap kho, mau 01-VT, 6 10/001
Name and number of the document | Goods received note, form 01-VT, no. 10/001

b Nedy thing, nim lgp 02/10/2026

Date of preparation

Tén, dia chi don vi hodc ¢4 nhan
c lap

Name and address of the preparer

Cong ty TNHH Vat li¢u Hoan thién Hoang Lam,
phuong Hoang Mai, Ha Noi

Nhap kho 400 thing son ndi that 18 lit mua ctia Cong
ty CP Son Tan Phong

400 pails of 18-litre interior paint received from Tdn Phong
Paint JSC

Noi dung nghiép vu kinh té, tai
d chinh

Description of the transaction

e 86 luong, don gid, 6 tién 400 x 1.160.000 = 464.000.000

Quantity, unit price, amount

Chir ky, ho tén ngudi 1ap, ngudi  Nguoi 1ap, thu kho, ké toan truong ky theo chirc danh

o duyét, nguoi lién quan in trén mau
Signature and name of preparer, Preparer, storekeeper and chief accountant sign by the
approver and others involved titles printed on the form

Diém d ctia khoan 1 da bi bai bé tir 01/01/2025 theo Luat sé 56/2024/QH15, nén danh
sach hién con sau diém. Mau trong Phu luc I ciia Thong tu 99 12 mau tham khao; doanh
nghi¢p dugc thiét ké thém hodc stta mau néu van du ndi dung cua Piéu 16 va ban hanh
Quy ché hach toan ké toan vé phan stra d6i (Thong tu 99 Piéu 9 khoan 2).

Point d of clause 1 was repealed from 1 January 2025 by Law No. 56/2024/QH15, so six points
remain. The forms in Appendix I of Circular 99 are reference forms, an enterprise may add to or

amend them if the content required by Article 16 is kept and it issues an accounting policy
manual covering the change (Circular 99, Article 9, clause 2).
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Chirng tir Miu Lap khi Ghi vao
Document Form Prepared when Posted to

Phiéu thu Thu tién mat .
Cash receipt 01-TT Cash is received TK 111, s6 quy SO7-DN
Phiéu chi Chi tién mit :

2-TT j TK 111, s0 quy -D
Cash payment 0 Cash is paid out , 80 quy SO7-DN

Gidy dé nghi thanh toan B phan xin chi tién

Payment request 05-TT A department asks for payment TR 111, 112, 331
Cash count sheet (VND) GRS E e

count
Phiéu nhap kho oy Hang vé& nhap kho TK 156, s6 S10-DN, thé
Goods received note Goods arrive kho S12-DN
Phiéu xuat kho opyp  Giao hang, xuét ding TK 156, s6 S10-DN, thé
Goods issue note Goods delivered or issued kho S12-DN
Bién ban giao nhan TSCD 01- Nhan tai san ¢ dinh méi 2
Fixed asset handover record TSCb A new fixed asset is received TK 211, 56 S21-DN
Bang tinh va phan bo khau 06- Cubi thang

hao TK 2141, 641, 642

Depreciation schedule

TSCD Month end

Lap, ky va stra chitng tit — Preparing, signing and correcting documents

« Viét 15, du, khong viét tat ndi dung nghiép vu, khong tay xéa; chd trong gach chéo.
Chung tir b tay x0a, sira chita khong con gié tri thanh toan va ghi so; viét sai thi gach
chéo huy chtng tir 6 (Piéu 18 khoan 3).

Write clearly and in full, abbreviate nothing in the description, erase nothing; strike through
blank spaces. A document that has been erased or altered has no value for payment or
posting; a document written wrongly is cancelled by striking it through (Article 18, clause 3).

« Ky bang muyc khong phai; khong ky myc d6, khong dong dau chit ky khic sin; chir ky
clia mot ngudi phai théng nhat (Pidu 19 khoan 1).

Sign in non-fading ink; no red ink and no pre-engraved signature stamps; one person's
signature must be consistent (Article 19, clause 1).

« Nguoi ky phai c6 thim quyén hodc duoc iy quyén; cdm ky khi chua ghi dii ndi dung
thudc trach nhiém cta minh (Piéu 19 khoan 2). Ké toan trudong khong ky thira uy
quyén chtc danh nguoi quan 1y, diéu hanh (Thong tu 99 Diéu 10 khoan 4).

The signer must hold authority or a delegation; signing before the content for which you are
responsible is complete is forbidden (Article 19, clause 2). The chief accountant may not sign
beyond a delegation in the title of a manager or executive (Circular 99, Article 10, clause 4).

« Chumng tir chi tién do ngudi c¢6 thim quyén duyét chi va ké toan trudng (hodc nguoi
dugc uy quyén) ky trude khi chi, ky ting lién (Piéu 19 khoan 3).

A payment document is signed by the person authorised to approve the spending and by the
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chief accountant (or delegate) before the money goes out, on every copy (Article 19, clause
3).

« Chumng tir dién tir ¢ gia tri khi da noi dung Piéu 16, duoc ma hoa khong bi thay doi
khi truyén, va c6 chit ky dién tir hoac hinh thirc xac nhan di¢n tir theo phap luét vé
giao dich dién tir (Piéu 17 khoan 1; Piéu 19 khoan 4). Khi chuyén gitta gidy va dién
tlr, ban dién tir m&i c6 hiéu luc giao dich, ban gidy chi dé ghi s6 va kiém tra (Diéu 17
khoan 3).

An electronic document counts when it has the Article 16 content, is encoded so it cannot be
altered in transmission, and carries an electronic signature or other electronic confirmation
under the law on electronic transactions (Article 17, clause 1, Article 19, clause 4). Where a
document is converted between paper and electronic form, the electronic version has the
transactional effect and the paper copy serves only for posting and checking (Article 17,
clause 3).

LOI HAY GAP / COMMON MISTAKE — Thu quy chi tién khi phiéu chi m&i ¢é chir ky
ctia ngudi dé nghi. Diéu 19 khoan 3 yéu cau ngudi duyét chi va ké toan truong ky trude khi
chi. Phiéu thiéu chir ky 1a chung tir khong du diéu kién ghi sd; thu quy khong chi, ké toan
khong nhap.

The cashier pays out when the payment voucher carries only the requester's signature. Article 19,
clause 3 requires the approver and the chief accountant to sign before payment. A voucher without
them is not fit to be posted; the cashier does not pay and the accountant does not enter it.

Hoa don — Invoices

Hoéa don 1a chimg tir ké toan do bén ban 1ap; ndi dung, hinh thirc va trinh tu 1ap, quan 1y,
sit dung theo phap luat vé thué (Luat Ké toan Diéu 20). Tir 01/7/2026 hoa don dién tir
theo Nghi dinh 254/2026/ND-CP va Thong tu 91/2026/TT-BTC; Nghi dinh
123/2020/NP-CP hét hiéu luc cung ngay (Nghi dinh 254 Diéu 43). Héa don Hoang Lam
1ap cho Thanh D6 ngay 08/10/2026 1a mau dé doc timg ndi dung bat budc ctia Didu 10
khoan 1.

An invoice is an accounting document prepared by the seller; its content, form and the rules for
preparing, managing and using it follow the tax law (Accounting Law, Article 20). From 1 July
2026 electronic invoices follow Decree 254/2026/ND-CP and Circular 91/2026/TT-BTC, Decree
123/2020/NP-CP lapsed on the same day (Decree 254, Article 43). The invoice Hoang Lam

issued to Thanh Do on 8 October 2026 is the model for reading each mandatory item of Article
10, clause 1.

Noi dung (Nghi dinh 254, Diéu 10
Piém | khoan 1) Hoéa don Hoang Lam — Thanh D6 08/10/2026

Item Content (Decree 254, Article 10, clause | Hoang Lam to Thanh D6 invoice, 8§ Oct 2026
1)

Tén, ky hiéu mau s, ky hiéu va s6  Hoéa don gid tri gia ting; ky hiéu va s6 do phan

4 b hoéa don mém cip
’ Invoice title, form symbol, series VAT invoice,; symbols and number issued by the
symbol and number software
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Pieém

Item

Noi dung (Nghi dinh 254, Diéu 10
khoén 1)

Content (Decree 254, Article 10, clause
1)

Tén, dia chi, ma so thué nguoi ban

Héa don Hoang Lam — Thanh D6 08/10/2026
Hoang Lam to Thanh D6 invoice, 8 Oct 2026

Cong ty TNHH Vat li¢u Hoan thién Hoang Lam,
phuong Hoang Mai, Ha Noi; ma s6 thué cua cong

¢ Seller's name, address, tax code ty
Cong ty TNHH Vat liéu Hoan thién Hoang Ldm,
phuong Hoang Mai, Ha Ni, the company's tax code
Cong ty CP Xay dung Thanh Po; dia chi va mi sd
d Tén, dia chi, ma s thué ngudi mua  thué theo hd so khach
Buyer's name, address, tax code Cong ty CP Xay dung Thanh D6, address and tax code
from the customer file
Hang hoa: tén, don vi tinh, s6
lugng, don gia, thanh tién, thué suat, SNI18: 500 thung x 1.450.000 = 725.000.000;
d tién thué, té)ng thanh toan SNT18: 200 thung x 2.100.000 = 420.000.000;

Goods: description, unit, quantity, unit
price, amount, tax rate, tax, total

cong 1.145.000.000; thué 8% = 91.600.000; thanh
toan 1.236.600.000

payable

Chit ky nguoi ban; chir ky s ciia

ngudi mua khong bat budc trir khi
e hai bén thoa thuan

Seller's signature; the buyer's digital

Ky sb ctia giam déc Pham Vin Lam
Digital signature of director Pham Van Lam

signature is not required unless agreed

Thoi diém 1ap (Piéu 9) va thoi diém

gh s0 . 08102026
Time of issue (Article 9) and time of
digital signing
M3 ciia co quan thué (héa don cd
Lk ma); chiét khau, khuyén mai néu c6  Theo loai hoa don cong ty da dang ky

Tax-authority code (coded invoices); According to the invoice type the company registered

discounts and promotions if any

Thoi diém l4ap hoa don ban hang hoa 1a lic chuyén giao quyén so hitu hodc quyén sir
dung hang cho ngudi mua, khong phan biét da thu tién hay chua (Nghi dinh 254 Piéu 9
khoan 1). Dich vu: lic hoan thanh dich vu, hoac luc thu tién néu thu trudc (khong ké tién
dit coc theo Bo luat Dan sy) (khoan 2). Giao hang nhiéu 1an thi mdi lan giao 1ap mot hoa
don cho phan giao d6 (khoan 3). Hoang Lam giao hang cho Thanh P6 ngay 08/10 nén
1ap hoa don ngay 08/10, du tién vé sau.

The invoice for goods is issued when ownership or the right to use passes to the buyer, whether
or not payment has been received (Decree 254, Article 9, clause 1). For services: when the

service is completed, or when money is received if it is received in advance (excluding a deposit
under the Civil Code) (clause 2). Where delivery is in stages, each delivery gets its own invoice
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for the part delivered (clause 3). Hoang Lam delivered to Thanh D6 on 8 October, so the invoice
carries 8 October even though the money arrives later.

Héa don lap sai: xir Iy theo Thong tw 91/2026/TT-BTC Piéu 10 — Invoices issued in
error: Circular 91/2026/TT-BTC, Article 10

Trwong hop sai

Type of error

Cach xur ly

Treatment

Sai tén, dia chi, sd tién béng chir
hodc ndi dung khac, nhung dung ma
s6 thué, sb tién, thué suit, tién thué,
hang hoa

Wrong name, address, amount in words
or other content, but correct tax code,
amount, rate, tax and goods

Sai ma s6 thué, tén hang héa hoic
quy cach chét luong, s6 tién, thué
sut, tién thué hodc noi dung bat
budc khac

Wrong tax code, item description or
specification, amount, rate, tax or other
mandatory content

Hoéa don to may tinh tién, hodc ban
tai san phai dang ky quyén s hitu
Invoice from a cash register, or sale of
an asset with registered ownership

Gia tri trén hoa don di€u chinh
Value on an adjustment invoice

Nguoi ban thong bao cho nguoi mua, khong 1ap lai hoa
don, va thong bao co quan thué theo mau 04/SS-HPDT
(khoan 1 diém a)

The seller notifies the buyer, does not reissue, and notifies the
tax authority on form 04/SS-HDDT (clause 1(a))

Ngudi ban chon lap héa don diéu chinh (c6 dong chit
Diéu chinh cho héa don mau sb, ky hi¢u, $0, ngay) hoac
hoa don thay thé (co dong chir Thay thé cho hoa don...),
ky 0 roi giri; ngudi mua 1a to chire thi hai bén 1ap van
ban thoa thudn ghi rd chd sai (khoan 1 diém b)

The seller chooses an adjustment invoice (stating Adjustment to
invoice form, symbol, number, date) or a replacement invoice
(stating Replacement for invoice...), signs and sends it; where
the buyer is an organisation both sides draw up a written
agreement identifying the error (clause 1(b))

Lap hoa don thay thé (khoan 1 diém c)

Issue a replacement invoice (clause 1(c))

Diéu chinh ting ghi s duong, diéu chinh giam ghi s6 am;
lan sai sau xir 1y theo cting hinh thirc d4 dung lan dau
(khoan 6)

Upward adjustment in positive figures, downward in negative;
a later error is handled in the same way as the first (clause 6)

Vi DU/ EXAMPLE — Hoa don ngay 08/10 cho Thanh D6 bi nhap thué suat 10% thay vi
8%: tién thué ghi 114.500.000 dong, dung 14 91.600.000 dong, chénh 22.900.000 dong. Sai
thué suat thudc nhom phai diéu chinh hodc thay thé. Thanh D6 1 t6 chirc nén Hoang Lam lap
van ban thoa thuan ghi rd chd sai, rdi 1ap héa don diéu chinh giam tién thué —22.900.000
ddng (hodc héa don thay thé véi thué 91.600.000 dong). Thu ddi chiéu sb dé chic TK 3331
chi ghi 91.600.000 dong, rdi lwu vin ban thoa thuan cing héa don.

The 8 October invoice to Thanh D6 was keyed at a 10% rate instead of 8%: the tax shows
114,500,000 dong when it should be 91,600,000 dong, a difference of 22,900,000 dong. A wrong rate
falls in the group that must be adjusted or replaced. Thanh Do is an organisation, so Hoang Lam
draws up a written agreement identifying the error and then issues an adjustment invoice reducing the
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tax by —22,900,000 dong (or a replacement invoice with tax of 91,600,000 dong). Thw checks the
ledger to make sure TK 3331 carries only 91,600,000 dong, and files the agreement with the invoice.

LOI HAY GAP / COMMON MISTAKE — Nhén hoa don dau vio ghi sai ma s6 thué hoic
tén cong ty ngudi mua rdi van hach toan va ké khai khau trir. Sai ma sb thué thudc nhom phai
diéu chinh hoic thay thé (Thong tu 91 Piéu 10 khoan 1 diém b). Cach tranh: so tén va ma s6
thué trén hoa don véi hd so cong ty ngay khi nhan, dé nghi nha cung cap xur 1y truéc khi ghi
1331.

Accepting a purchase invoice with the wrong tax code or company name for the buyer and still
posting and claiming the deduction. A wrong tax code falls in the group that must be adjusted or
replaced (Circular 91, Article 10, clause 1(b)). How to avoid it: compare the name and tax code on

the invoice with the company file as soon as it arrives, and ask the supplier to correct it before posting
to 1331.

2>

3.7. SO ké toan, Nhat ky chung, khoa sO va sira s0 — Ledgers, the general journal,

closing and correcting the books

S6 ké toan ghi toan bd nghiép vu da phat sinh, gdm s6 tong hop va so chi tiét (Luat Ké
toan Piéu 24 khoan 1, 4). Hoang Lam dung hinh thirc Nhat ky chung trén phan mém.
Nghiép vu vao Nhat ky chung trude theo trinh tu thoi gian, rdi sang S6 Cai theo timg tai
khoan, dong thoi vao sb chi tiét ciia nhitng tai khoan c¢6 md so chi tiét (Thong tu 99 Phu
luc III).

The ledgers record every transaction that has occurred and consist of general and subsidiary
ledgers (Accounting Law, Article 24, clauses 1 and 4). Hoang Lam uses the general journal
method on software. A transaction goes into the general journal first in time order, then to the

general ledger by account, and at the same time into the subsidiary ledger of any account that
has one (Circular 99, Appendix II1).

Chitng tir gbc Nhit ky chung S8 Cai Bing cin di
hoéa don, phiéu thu, [ méau S03a-DN —> méu S03b-DN > s6 phat sinh
phjéu nhép kho ghi theo ngay theo tai khoan méu S06-DN
A
|
|
: A A
ghi dong thoi : doi chiéu
|
v
l 2 A re 3 5 ’
So, thé chi tiet Bing tong hop Bio c4o tai chinh
S10-DN, S12-DN, |- chi tiét »| Bo1,B02, B03,
S31-DN, S35-DN mau S11-DN, S31-DN B09-DN

Hinh 3.2. Puong di ciia s6 liéu tir chimg tir dén béo céo tai chinh theo hinh thirc Nhat ky chung
Figure 3.2. How figures travel from source documents to the financial statements under the general
Jjournal method

1. Kiém chung tur: du ndi dung biéu 16, du chit ky, c6 hoa don hop I¢ di kém. Chua du

thi tra lai, chua nhap.
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Check the document: Article 16 content complete, signatures complete, a valid invoice
attached. If not, return it and do not post.

2. Ghi vao Nhat ky chung (S03a-DN) theo ngay phat sinh; cong ty md nhat ky dac biét
thu tién, chi tién, mua hang, ban hang (S03al dén S03a4-DN) thi ghi vao do.

Post to the general journal (S03a-DN) by date; if the company keeps special journals for
receipts, payments, purchases and sales (S03al to S03a4-DN), post there instead.

3. T Nhat ky chung ghi sang S6 Cai (S03b-DN) theo tai khoan, va vao so, thé chi tiét
lién quan.

From the general journal, post to the general ledger (S03b-DN) by account and to the
related subsidiary ledgers and cards.

4. Cubi thang cong SO Cai, 1ap Bang can d6i sd phat sinh (S06-DN) va bang tong hop
chi tiét. Tong phét sinh No va C6 ctia bang can ddi phai bang tong trén Nhat ky
chung cung ky.

At month end total the general ledger and prepare the trial balance (S06-DN) and the

subsidiary summary. Total debits and credits on the trial balance must equal the totals on
the general journal for the same period.

5. Khoa sd, roi méi 1ap bao céo tai chinh tir sb liéu d3 khoa (Luat K& toan Diéu 26 khoan
6; Diéu 29 khoan 2 diém b).
Close the books, and only then prepare the financial statements from the closed figures
(Accounting Law, Article 26, clause 6, Article 29, clause 2(b)).

S6 Miu Nguoi ghi, kiém 6 Hoang LAm
Ledger Form Kept or checked at Hoang Lam by

Phan mém sinh tir ching tir, Vii Quang Huy

Nhat ky chung 303a-DN kiém
General journal Generated by the software, checked by Vii Quang
Huy
86 Céi Phén mém
S03b-DN
General ledger Software
Béng cén dbi s phat sinh S06-DN Vii Quang Huy 1ap cubi thang
Trial balance Prepared by Vii Quang Huy at month end
6 quy tién mat Lé Thi Mai (tht quy
S6 quy tién ma SO07-DN E: .1 ?11 (t u. quy)
Cash book Lé Thi Mai (cashier)
S6 tién giri khong ky han S0S.DN Minh Thu d6i chiéu sao ké hang ngay
Demand deposit book Thu reconciles to the statement daily
S6 chi tiét hang hoa; thé kho S10-DN; S12-  Minh Thu; thu kho B3 Van Hing
Inventory ledger; stock card DN Thur; storekeeper D6 Vin Hiing

S6 chi tiét thanh toan véi nguoi
mua, nguoi ban S31-DN Minh Thu

Customer and supplier ledger
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Nguoi ghi, kiém ¢ Hoang LAm

Kept or checked at Hoang Lam by

S6 chi tiét ban hang

Sales ledger $35-DN Vi Quang Huy
S6 theo ddi thué GTGT i
VAT register S61-DN Vi Quang Huy

S6 ké toan phai md vao dau ky ké toan nam, ghi lién tuc theo trinh ty thoi gian, kip thoi,
dung ching tir (Piéu 26 khoan 1 dén 4). S6 ghi 1 tén don vi, tén sb, ngay lap, ngay khoa,
chir ky nguoi 1ap so, ké toan truong va nguoi dai dién theo phap luat, sb trang (Piéu 24
khoan 2). Ghi s6 bang phuong tién dién tir thi sau khi khoa phai in ra gidy dong thanh
quyén riéng cho timg ky ké toan nam, hodc luu dién tr bao dam an toan, bao mat va tra
ctru dugc trong thdi han luu trir (Piéu 26 khoan 7). Phan mém phai luu diu vét moi lan
stra theo trinh tu thoi gian (Thong tu 99 Piéu 28 khoan 1 diém b).

The books must be opened at the start of the annual accounting period and written continuously,
in time order, promptly and in agreement with the documents (Article 26, clauses I to 4). They
State the entity's name, the ledger name, the date opened, the date closed, and carry the
signatures of the person who keeps them, the chief accountant and the legal representative, with
page numbers (Article 24, clause 2). Where posting is electronic, after closing the books must be
printed and bound as a separate volume for each annual period, or stored electronically in a
secure, confidential way that can be searched throughout the retention period (Article 26, clause

7). The software must keep a trail of every correction in time order (Circular 99, Article 28,
clause 1(b)).

Ba cich sira so (Diéu 27) — Three ways to correct the books (Article 27)

Cach Lam thé nao Dung khi

Method How Use when

Gach mot duong thang vao chd sai, ghi s6

.. . o e  en 1A s 5 , S6 gidy, sai mot con sd hodc
a) Ghi cai chinh hodc chir ding phia trén, ke toan truong ky gy i :

mot chir

Strike-through bén canh
) : ) ) ) Paper books, one wrong figure
correction Draw one line through the error, write the right or word
figure above, chief accountant signs beside it
Ghi lai s6 sai bang muc do hodc trong ngodc
. A hi s6 diing, ké toan truéng ky S0 gidy, sai ca but todn
b) Ghi s& Am d@,g so du g, ¢ toa .tr.ucmg.y . giay .
Reversing ent Write the wrong figure again in red ink or in Paper books, a whole entry is
et brackets, then the right figure, chief accountant wrong
signs
Lap chimng tir didu chinh va ghi thém s Bit budc véi s6 dién tir
c¢) Ghi diéu chinh  chénh léch (khoan 4)
Adjusting entry Prepare an adjustment document and post the Mandatory for electronic books
difference (clause 4)
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Sai sot phat hién trudce khi ndp bao cao tai chinh nim thi sira trén s6 cua nim do6; phat
hién sau khi da ndp thi sira trén s6 ciia ndm phat hién va thuyét minh viéc stra (Diéu 27
khoan 2, 3). Hoang Lam dung phan mém nén chi con cach c.

An error found before the annual financial statements are filed is corrected in that year's books,

one found after filing is corrected in the books of the year of discovery and explained in the notes
(Article 27, clauses 2 and 3). Hoang Lam works on software, so only method c remains.

Pinh khoan: ghi di¢u chinh / Journal entries: adjusting entry
Goc  No TK 331 — Phai tra cho ngudi ban: Tan Phong, nhap nham 602.000.000

602.000.000
Co6 TK 112 — Tién giri khong ky han..........o.coeeeeeveveeeeeane. 602.000.000
Sira  No¢ TK 331 — But toan diéu chinh theo chtng tir diéu chinh, s6 chénh 16ch18.000.000
Co6 TK 112 — Tién giri Khong Ky han..........oooveevveeeeeeeeeeeen, 18.000.000

Uy nhiém chi ngay 15/10 tra Tan Phong 620.000.000 dong nhung sé ghi 602.000.000
ddng (dao hai chir s§). Chénh 620.000.000 — 602.000.000 = 18.000.000 dong. Thu lap
chtng tir diéu chinh c6 ké toan truong ky, ghi thém 18.000.000 dong bén No TK 331 va
bén C6 TK 112; dong ghi sai van con trong sd dé ngudi sau 1an lai dugc.

The payment order of 15 October to Tan Phong was for 620,000,000 dong but the books show
602,000,000 dong (two digits transposed). The difference is 620,000,000 — 602,000,000 =
18,000,000 dong. Thu prepares an adjustment document signed by the chief accountant and
posts a further 18,000,000 dong to the debit of TK 331 and the credit of TK 112; the wrong line
stays in the books so that anyone later can trace it.

LOI HAY GAP / COMMON MISTAKE — Sau khi khéa s6 thang, thdy mot bit toan sai,
ban mo lai ky roi x0a bt toan do di nhép lai. S6 dién tir chi duoc stra béng ghi diéu chinh
(Diéu 27 khoan 4) va phin mém phai luu ddu vét. Xo6a bat toan lam s6 liéu t& khai dd ndp
1éch véi s6, va 1a diéu kiém tra thué hoi dau tién. Cach dung: bao ké toan truéng, 1ap chimg tir
diéu chinh, ghi vao ky hién hanh hoic ky dugc mé lai c6 xin phép.

After the monthly close you find a wrong entry, reopen the period, delete it and key it again.
Electronic books may be corrected only by an adjusting entry (Article 27, clause 4) and the software
must keep the trail. Deleting an entry leaves filed returns out of line with the books, which is the first
thing a tax inspection asks about. The right way: tell the chief accountant, prepare an adjustment
document, and post it in the current period or in a reopened period that has been authorised.

3.8. Bao cao tai chinh theo Thong tw 99 — Financial statements under Circular 99

B4o c4o tai chinh nim ctia doanh nghiép dap tng gia dinh hoat dong lién tuc gdm bdn
bao cado (Thong tu 99 Piéu 17 khoan 2). Bao cao 1ap sau khi khoa s0, tir sO liéu da khoa
(Luat Ké toan Diéu 29 khoan 2 diém b). Ngoai bao cio nim con bio céo giira nién do
(quy, ban nién) va bao cao ky khac nhu thang khi phap luat, cong ty me hodc chu s¢ hitu
yéu cau (Piéu 15).

The annual financial statements of an enterprise that meets the going-concern assumption
consist of four reports (Circular 99, Article 17, clause 2). They are prepared after the books are
closed, from the closed figures (Accounting Law, Article 29, clause 2(b)). Besides annual

statements there are interim statements (quarterly, half-yearly) and statements for other periods
such as a month when the law, the parent company or the owner requires them (Article 15).
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Miu Tén b4o cdo Cho biét gi Mai s6 cn biét
Form Report What it shows Line codes to know

B4o céo tinh hinh tai

) Tai san, ng phai tra, von chu so
chinh

BO1- Satement of financial hitu tai mot ngay 100, 200, 280, 300,
DN “ .efnen of financia Assets, liabilities and equity at one 400, 440
position (formerly the date
balance sheet)
B , , k;( 5 h . 7 o % o a
B02- flO caf) &t qua hoat Doanh thu, chi phi, 13i 16 cua ky 01, 10, 11, 20, 30,
dong kinh doanh Revenue, costs and profit or loss for
DN i . 50, 60
Statement of profit or loss the period
Tién vao, ra theo hoat dong kinh
B03- Béo cdo luu chuyén tién dﬁfln}i’ dau. Eu’ lzalVChl?,h (}:.)IAuIO‘ng
té phdp tryc tiép hodc gidn ticp) 20, 30, 40, 50, 60, 70
DN . Cash in and out from operating,
Statement of cash flows . : . o
investing and financing activities
(direct or indirect method)
Dic diém hoat dong, ky ké toan,
Ban thuyét minh bdo cdo  don vi tién t&, chinh sach ké toan, \ A
e LT Theo tung phan cua
B09- tai chinh giai thich céc chi tiéu miu
DN Notes to the financial Business, accounting period, currency, .
) o ) By section of the form
Statements accounting policies, explanation of
line items

BO1-DN rut gon ciia Hoang Lam tai ngay 01/10/2026 — Hoang Lam's condensed B0I-
DN at 1 October 2026

Chi tiéu Mai s6 | So tién LAy tir
Line item Code Amount From

A - Tai san ngan han
A - Current assets

3.895.000.000

ki 111 1.272.000.000 TK 111, 112
Cash

Phai thu ngdn han cla khach hang 131 760.000.000 TK 131
Short-term trade receivables

SEnionikio 141 1.839.000.000 TK 156
Inventories

Chi phi cho phan b6 ngén han 161 24.000.000 TK 242

Short-term prepayments

B - Tai san dai han
B - Non-current assets

200 1.134.000.000

Tai san ¢ dinh hitu hinh: nguyén gia
Tangible fixed assets: cost

222 1.620.000.000 TK 211
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Chi tiéu Mai s6 | So tién LAy tir
Line item Code Amount From

Gia trj hao mon liy ké

Accumulated depreciation (486.000.000) TK 214
TONG CONG TAI SAN

v . . . . .
TOTAL ASSETS 280 5.029.000.000 280 =100+ 200

C - Ng phii tra

C - Liabilities 300 1.545.000.000

Phai tra nguoi ban ngan han

Short-term trade payables 311 845.000.000 TK 331

Vay va ng thué tai chinh ngin han
Short-term borrowings

321 700.000.000 TK 341

D - Von chi sé hiru

D - Owners' equity 400 3.484.000.000

Von gop cua chu so hitu

o D 411 3.000.000.000  TK 4111

Loi nhudn sau thué chua phan phoi 420 484.000.000 TK 4211
Retained earnings

TONG CONG NGUON VON 440 5.029.000.000 440 =300 + 400

TOTAL EQUITY AND LIABILITIES

Nguyén gia, hao mon lity ké 13 hai dong riéng nén tai san ¢b dinh hitu hinh ma 221 1a
1.620.000.000 — 486.000.000 = 1.134.000.000 déng. Ma 280 bang ma 100 cong ma 200,
mi 440 bang ma 300 cong ma 400, va hai tong nay phai bang nhau; khong bang thi bao
c4o sai, chua ndp duoc. Khoan chi phi chd phan bd 24.000.000 dong phan bd 4.000.000
d6ng mdi thang nén hét trong 6 thang, xép vao ngan han.

Cost and accumulated depreciation are separate lines, so tangible fixed assets (code 221) are
1,620,000,000 — 486,000,000 = 1,134,000,000 dong. Code 280 equals code 100 plus code 200,
code 440 equals code 300 plus code 400, and the two totals must agree; if they do not the report

is wrong and cannot be filed. The prepayment of 24,000,000 dong is allocated at 4,000,000 dong
a month, so it is used up within 6 months and is shown as current.

B02-DN rit gon ciia Hoang Lam cho thang 10/2026 — Hoang Lam's condensed B02-DN
for October 2026

Chi tiéu Ma so So tien
Line item Code Amount

Doanh thu ban hang va cung cap dich vu
Revenue from sales and services

01 1.619.000.000

Doanh thu thuan

Net revenue

10 1.619.000.000
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Chi tiéu Ma so So tien
Line item Code Amount

Gi4 vOn hang ban

oot 11 1.288.600.000
Loi nhuén gop 20 330.400.000
Gross profit
Chl phi tai chinh (l.al vay) 23 4.200.000
Finance costs (loan interest)
Chllphl ban hang 25 145.350.000
Selling expenses
Chi phi quan ly fléanh flgh1¢p 26 136.235.000
General and administrative expenses
Loi nh.uz_m thuan tir hoat dong kinh doanh 30 44.615.000
Operating profit
Tong loi .nhuan ké toan trudc thué 50 44.615.000
Profit before tax

. , A A A 0 1
Chi phi thue TNDN hién hanh (17% t?lf.n tinh) 51 7.584.550
Current corporate income tax (17% provisional)
Lgi nhuin sau thué¢ TNDN 60 37.030.450

Profit after tax

M3 30 bang ma 20 trir cac ma 23, 25, 26: 330.400.000 — 4.200.000 — 145.350.000 —
136.235.000 = 44.615.000. Cac ma 21, 22, 31, 32, 40, 52 khong c6 s6 liéu trong thang
nén bo dong, cac ma con lai gitt nguyén (Piéu 17 khoan 4). Bao cao thang nay 13 bao cio
ky khac theo yéu cau quan 1y (Piéu 15 khoan 3), khong phai bao cdo ndp co quan nha
nudc.

Code 30 is code 20 less codes 23, 25 and 26: 330,400,000 — 4,200,000 — 145,350,000 —
136,235,000 = 44,615,000. Codes 21, 22, 31, 32, 40 and 52 have no figures this month, so those
lines are dropped and the other codes stay as they are (Article 17, clause 4). The monthly report
is a report for another period required by management (Article 15, clause 3), not a report filed
with a State body.

B4o c4o tai chinh nam phai ndp cho co quan nha nuéc c6 tham quyén trong 90 ngay ke tir
ngay két thic ky ké toan nim (Luat Ké toan Piéu 29 khoan 3; Thong tu 99 Piéu 25). Ky
ké toan nim cua Hoang Lam 1a nim duwong lich, két thiic 31/12/2026, nén han la
31/03/2027. Bao cio c6 chit ky ctia nguoi lap, ké toan truong va ngudi dai dién theo phap
luat; nguoi ky chiu trach nhiém vé ndi dung (Piéu 29 khoan 2 diém d).

The annual financial statements must be filed with the competent State body within 90 days of
the end of the annual accounting period (Accounting Law, Article 29, clause 3; Circular 99,

Article 25). Hoang Lam's accounting year is the calendar year ending 31 December 2026, so the
deadline is 31/03/2027. The statements carry the signatures of the preparer, the chief accountant
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and the legal representative;, whoever signs is responsible for the content (Article 29, clause

2(d)).

GHI NHO / KEY POINT — Kiém B01 theo ba con s6: mi 280 bang ma 440; ma 280 bang
téng du No cua cac tai khoan tai san sau khi trir hao mon; ma 420 béng s6 du TK 421. Ba con
s6 nay 1éch thi tim 161 & s6 trudc, khong sira sb trén bao céo.

Test the BO1 with three figures: code 280 equals code 440, code 280 equals the debit balances of the
asset accounts after deducting accumulated depreciation; code 420 equals the balance of TK 421. If
any of them differs, look for the error in the books first and never overwrite a number on the report.

3.9. Cac nguyén tic ké toan qua tinh huf’)ng Hoang Lam — Accounting principles

through Hoang Lam's cases

Bay nguyén tic & bang sau 1 co s& dé chon tai khoan va thoi diém ghi. Nguyén tic ndm
trong Luat Ké toan Diéu 6 va trong cac diéu vé lap béo cdo tai chinh ciia Thong tu 99,
von vién din Chuan muc ké toan Viét Nam s6 21 (Diéu 20 khoan 1).

The seven principles below are the basis for choosing accounts and the date of posting. They sit

in Article 6 of the Accounting Law and in the financial-reporting articles of Circular 99, which
refers to Vietnamese Accounting Standard No. 21 (Article 20, clause 1).

Nguyén tic Cin cir Tinh hudng & Hoang Lam
Principle Source Case at Hoang Lam

Giao Thanh D6 ngay 08/10, chua thu tién:

doanh thu 1.145.000.000 vao thang 10. Khoan

24.000.000 da chi trudc phan b6 4.000.000 mbi

Ghi dung ky phat X ~ .z 1%, thang. Lai vay 700.000.000 x 7.2% = 12 =

. X phan nguyén tac ké toan 2o
sinh (don tich) doanh thu 4.200.000 ghi vao thang 10
Accrual: record in . Delivery to Thanh D6 on 8 Oct, unpaid. revenue of
L Accounting Law Art. 6(3); o
the period it occurs . 1,145,000,000 falls in October. The 24,000,000
Circular 99, revenue ) )

spent in advance is allocated at 4,000,000 a month.
Loan interest 700,000,000 x 7.2% ~ 12 = 4,200,000
is booked in October

Luat Ké toan Piéu 6
khoan 3; Thong tu 99

accounting principles

BB40 nhap 05/10 gia 214.000, cudc van chuyén
o Luat K& toan Didu 6 5.000.000 cc_:ng Va(? gia nh';a’p; don gia binh quan
Gié goc Khodn 1 213.000, khong ghi theo gia ban 265.000
Historical cost BB40 received 5 Oct at 214,000, freight of 5,000,000

Accounting Law Art. 6(1) '
added to cost; average cost 213,000, not the selling

price 265,000

Doanh thu ban Thanh D6 1.145.000.000 va gia
vén 913.000.000 cung ghi trong thang 10
Revenue of 1,145,000,000 from Thanh P6 and cost
of sales of 913,000,000 are booked in the same
month

Thong tu 99, nguyén tic
Phu hop ghi nhan doanh thu
Matching Circular 99, revenue

recognition principles
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Can cr Tinh huong ¢ Hoang Lam
Source Case at Hoang Lam

Nguyén tic
Principle

Nhat quan

Consistency

Thén trong
Prudence

Ban chét hon hinh
thirc
Substance over form

Hoat dong lién tuc
Going concern

Lu4t Ké toan Piéu 6
khoan 2
Accounting Law Art. 6(2)

Luét Ké toan Diéu 6
khoan 5; Thong tu 99
Diéu 20 khoan 3

Accounting Law Art. 6(5);

Circular 99 Art. 20(3)

Luat K& toan Piéu 6
khoan 6; Thong tu 99
Diéu 20 khoan 2

Accounting Law Art. 6(6);

Circular 99 Art. 20(2)

Thong tu 99 Diéu 17,
Diéu 20

Circular 99 Arts. 17 and 20

Binh quan gia quyén cudi thang dung ca nam:
SN18 (600 x 1.150.000 + 400 x 1.160.000) +
1.000 = 1.154.000. B6i phuong phép phai giai
trinh trong bao cdo tai chinh

Month-end weighted average is used all year: SN18
(600 x 1,150,000 + 400 = 1,160,000) + 1,000 =
1,154,000. A change must be explained in the
financial statements

Gia An con ng 300.000.000: khi c6 bang chimg
kho thu thi xem xét 1ap du phong ¢ TK 2293,
khong giit nguyén s phai thu

Gia An owes 300,000,000: once collection looks
doubtful, consider an allowance in TK 2293 rather
than carrying the full receivable

Hang gtri ctra hang ban ho chua chuyén quyén
sO hiru: No TK 157, chua ghi TK 511 du da c6
phiéu xuit kho

Goods sent to a shop to sell on the company's behalf,
ownership not transferred.: debit TK 157, no TK 511
vet, even though a goods issue note exists

Hoang Lam lap B0O1-DN, mau cho doanh
nghiép dap Gmg gia dinh nay; mau BO1-DNKLT
chi dung khi khong dap ing

Hoang Lam prepares BOI1-DN, the form for
enterprises meeting the assumption; form B01-
DNKLT is used only when it is not met

LOI HAY GAP / COMMON MISTAKE — Ghi chi phi khi tra tién thay vi khi phat sinh.
Khoan 24.000.000 dong chi trudc dung cho 6 thang ma ghi hét vao chi phi thang chi lam
thang d6 16 gia va 5 thang sau 13i gia. Phai qua TK 242 va phan bb 4.000.000 dong mdi thang

vao 642.

Booking an expense when it is paid instead of when it arises. If 24,000,000 dong paid in advance for 6
months is charged entirely in the month of payment, that month shows a false loss and the next five a
false profit. It must go through TK 242 and be allocated at 4,000,000 dong a month to 642.

3.10. Thué nguwoi mai phai hiéu: GTGT, TNDN, TNCN — Taxes a newcomer
must understand: VAT, CIT, PIT

Thué gia tri gia ting — Value added tax

Doanh nghiép ndp thué GTGT theo phuong phap khiu trir thi sb thué phai nép bang thué
dau ra trir thué dau vao duogc khau trir (Luat GTGT Piéu 11). Hoang Lam khau trir va
khai theo quy, vi tong doanh thu nim trudc lién ké 18,6 ty dong khong vuot 50 ty dong
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(Théng tu 89/2026/TT-BTC Piéu 19 khoan 1 diém b.1.1). Thué suit ap theo hang hoa,
dich vu.
An enterprise on the credit-invoice (deduction) method pays VAT equal to output tax less

deductible input tax (VAT Law, Article 11). Hoang Lam uses the deduction method and files

quarterly because its total revenue of the previous year, VND 18.6 billion, does not exceed VND
50 billion (Circular 89/2026/TT-BTC, Article 19, clause 1, point b.1.1). The rate depends on the
goods or services.

Ap dung cho

Applies to

Can cwr
Source

O Hoang LAm
At Hoang Ldam

Hang hoa, dich vu xuat khau va mot so

0y,  trudnghop khic Luit GTGT Piéu9  Khoéng c6
Exported goods and services and some other khoan 1 None
cases
Nudc sach, phan bon, thudc bao vé thuc
vat, san phém tréng trot, chan nuoi chua .
50 ché bién va cac nhom khac Luat GTGT Piéu9  Khéng c6
Clean water, fertiliser, plant protection khoan 2 None
products, unprocessed crops and livestock and
other groups
Cudc vién thong
10% Hang héa, dich vu khong thude 0% va 5% Luat GTGT Diéu 9 10%
Goods and services outside 0% and 5% khoan 3 Telecom charges at
10%
Hang héa, dich vu thugc mic 10% duoc
giam 2 diém phan tram tir 01/7/2025 dén
hét 31/12/2026, trir vién thong, tai chinh,
ngan hang, chl’mg khoén, bao hiém, bat Nohi . Sy, 51, e
dong san, san pham kim loai, khai khoang ghi quyét . o
(trt than), hang chiu thud tiéu thy dac bist  204/2025/QH1s;  dangach. van
an), hang chiu thue ti€u thu dac biét ) 2 . 00
8% L Nehi dinh chuyén: 8%
(trir xang) ght di

Goods and services at 10% reduced by 2
percentage points from 1 July 2025 to 31
December 2026, except telecoms, finance,
banking, securities, insurance, real estate, metal
products, mining (except coal) and excisable
goods (except petrol)

174/2025/NDb-CP
Piéu 1

Paint, wall putty, tile
adhesive, freight:
8%

Néu khong ¢ van ban mai, tir 01/01/2027 mirc 8% quay vé 10%. Hoa don 1ap tir ngdy d6
phai theo mtrc hién hanh tai ngay lap; ké toan xem lai danh muc thué suét trong phﬁn
mém trude ngay 01/01/2027.

Unless a new instrument is issued, the 8% rate reverts to 10% from 1 January 2027. Invoices
issued from that date follow the rate in force on the issue date; the accountant reviews the tax-
rate list in the software before 1 January 2027.
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Nghiép vu Gia chwa thué Tién thué

Transaction Price before tax Tax

Mua SN18 02/10 . Diu vio
SN18 purchase, 2 Oct 464.000.000 8% 37.120.000 Input
Mua BB40 05/10 . Déu vao
BBA0 purchase, 5 Oct 214.000.000 8% 17.120.000 Input
Cudc van chuyén BB40 05/10 0 Diu vio
BBAO fieight, 5 Oct 5.000.000 8% 400.000 Input
Cudc Internet, dién thoai 25/10 5 500.000 10% 250,000 Pau vao
Telecom charges, 25 Oct Input
Ban Thanh D6 08/10 . Déiu ra
Sale 1o Thanh D6, 8 Oct 1.145.000.000 8% 91.600.000 Output
Ban 1¢ 18/10 . Déu ra
Retail sales, 18 Oct 474.000.000 8% 37.920.000 Output

Thué dau ra cua hai 1an ban thang 10 1a 91.600.000 + 37.920.000 = 129.520.000 dong.
Thué dau vao cua nam héa don mua vao 1a 37.120.000 + 17.120.000 + 400.000 +
250.000 = 54.890.000 dé)ng; s6 phai ndp thang 10 1la 129.520.000 — 54.890.000 =
74.630.000 ddng, voi diéu kién ca nam hoa don dat ba diéu kién ¢ bang sau (muc 4.10
1am tiép).

Output tax on the two October sales is 91,600,000 + 37,920,000 = 129,520,000 dong. Input tax
on the purchase invoices is 37,120,000 + 17,120,000 + 400,000 + 250,000 = 54,890,000 dong;,
VAT payable for October is 129,520,000 — 54,890,000 = 74,630,000 dong, provided all the
invoices meet the three conditions in the next table (section 4.10 continues).

Piéu kién khau trir Cin cir Kiém gi
Condition for deduction Source What to check

Muc dich mua; hang dung
cho viéc khong chiu thué thi

Hang hoa, dich vu dung cho san
xuét, kinh doanh hang hoa, dich vu

. Luat GTGT bicu 14 khone khau trir
chiu thué GTGT , .2 £
) ) khoan 1 diém a Purpose of purchase, goods
Used for producing or trading taxable ' ..
) used for exempt activity are not
goods or services .
deductible

Tén, ma s6 thué nguoi mua
. dung; hoa don hop 1€, du ndi
Luat GTGT biéu 14 dung
khoan 2 diém a Buyer's name and tax code
correct,; invoice valid and

C6 hoéa don GTGT mua hang hoa,
dich vu (hodc chimg tir nop thué
khau nhap khéu)

A VAT invoice for the purchase (or
import tax payment document)

complete
C6 chung tir thanh toan khong dung ~ Luat GTGT Diéu 14 Uy nhiém chi, gidy bao No,
tién mat; ngudng tur 5 tricu déng khoén 2 diém b; VBHN sao ké. Nop tién mat vao tai
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Piéu kién khau trir Cin cir Kiém gi
Condition for deduction Source What to check

mot lan, da gom thué 18/VBHN-BTC Pi¢u26  khoan ngudi ban khong tinh

A non-cash payment document;, (nguyén van: tur 05 triéu Payment order, bank debit

threshold VND 5 million per purchase, déng trd 1én d3 bao gém advice, statement. Paying cash

tax included thué) into the seller's account does not
count

VI DU/ EXAMPLE — Hoang Lam mua d6 vin phong 6.000.000 déng cong thué 8%
480.000 ddng, tong 6.480.000 ddng, thu quy tra tién mat. Tong tir 5.000.000 dong tré 1én ma
khong c6 ching tir thanh toan khong dung tién mit nén 480.000 dong thué khong dugce khau
trir (VBHN 18/VBHN-BTC Biéu 26). Cude van chuyén BB40 5.400.000 dong cua Hoang
Lam dat ngudng nén tra bang chuyén khoan, thué 400.000 dong méi dugc khau trir. Hoa don
4.000.000 dong cong thué 320.000 dong, tong 4.320.000 ddng, dudi ngudng nén tra tién mat
van khéu trir dwgc. Cach 1am ctia Minh Thu: hoa don tir 5 tridu dong tra bang iy nhiém chi,
giit gidy bao No cing héa don.

Hoang Lam buys office supplies for 6,000,000 dong plus 8% tax of 480,000 dong, 6,480,000 dong in
total, and the cashier pays in cash. The total is VND 5,000,000 or more without a non-cash payment
document, so the 480,000 dong of tax is not deductible (VBHN 18/VBHN-BTC, Article 26). Hoang
Lam's BB40 freight of 5,400,000 dong reaches the threshold, so it is paid by bank transfer and its
400,000 dong of tax is deductible. An invoice of 4,000,000 dong plus tax of 320,000 dong, 4,320,000
dong in total, is below the threshold and stays deductible even if paid in cash. Thu's rule: invoices of
VND 5 million or more are paid by payment order, and the bank debit advice is kept with the invoice.

LOI HAY GAP / COMMON MISTAKE — K& khai khéu trir toan b thué trén cac héa don
dau vao cta thang ma khong ra timg hoa don theo diéu kién thanh toan. Mot hoa don tra tién
mat tir 5 triéu déng bi loai 1am t& khai quy khai thira thué dugc khau trir; khi bi kiém tra phai
khai bé sung, ndp phan thiéu va tién chidm ndp. Céach tranh: bang ké dau vao c6 cot phuong
thirc thanh toan, va Minh Thu dién ¢t d6 trude khi chuyén cho Vii Quang Huy.

Claiming all the tax on the month's purchase invoices without testing each one against the payment
condition. One invoice of VND 5 million or more paid in cash that is wrongly included makes the
quarterly return overstate deductible tax; on inspection the company must file an amended return and
pay the shortfall plus late-payment interest. How to avoid it: the input schedule has a payment-method
column, and Thu fills it in before passing the schedule to Vii Quang Huy.

Thué thu nhip doanh nghiép — Corporate income tax

Mure Diéu kién Can cr
Rate Condition Source

Thué suat chung Luat TNDN Biéu 10
20% ,

General rate khoan 1
15% Tong doanh thu nam khong qua 3 ty dong Didu 10 khodn 2

Total annual revenue not above VND 3 billion
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Mure Diéu kién Can cr
Rate Condition Source

Téng doanh thu nam trén 3 ty dong dén khong qua 50 ty
17% dong Piéu 10 khoan 3
Total annual revenue above VND 3 billion up to VND 50 billion

Téng doanh thu nam tir 1 ty dong tré xudng (ky nam trude
Mién lién ké), tir 01/01/2026 Nghi dinh 141/2026
Exempt Total annual revenue of VND 1 billion or less (previous year), Diéu 2

from 1 January 2026

Doanh thu 1am cin ¢t chon mirc 15% hay 17% la tong doanh thu cta ky tinh thué TNDN
trude lién k& (Piéu 10 khoan 3). Doanh thu nim 2025 cua Hoang Lam 18.600.000.000
déng nén nam 2026 ndp 17%. Loi nhuan trudc thué thang 10 44.615.000 x 17% =
7.584.550 dong 1a s tam tinh theo s6 ké toan. Thué thuc ndp tinh trén thu nhép tinh thué,
tirc doanh thu trir chi phi duoc trir cong thu nhap khéc, trir thu nhap mién thué va 15 duoc
két chuyén (Luat TNDN biéu 7); muc 4.10 huéng dan tam ndp theo quy.

The revenue that decides between 15% and 17% is total revenue of the immediately preceding
corporate income tax period (Article 10, clause 3). Hoang Lam's 2025 revenue was
18,600,000,000 dong, so 2026 is taxed at 17%. October profit before tax of 44,615,000 x 17% =
7,584,550 dong is a provisional figure from the books. Tax actually payable is computed on

taxable income, that is revenue less deductible costs plus other income, less exempt income and
losses carried forward (CIT Law, Article 7); section 4.10 covers quarterly provisional payments.

Thué thu nhip ca nhan tir tién lwong — Personal income tax on salary

Thu nhép tinh thué tir tién lwong bang thu nhap chiu thué trir cac khoan déng bao hiém xa
hoi, bao hiém y té, bao hiém that nghiép bat budc va cac khoan giam trir gia canh (Luét
TNCN Diéu 8 khoan 2). Giam trir ban than 15,5 triéu dong mot thang, mdi ngudi phy
thudc 6,2 triéu déng mot thang (Diéu 10 khoan 1). Thué tinh theo biéu Iy tién tung phén
nim bac (Piéu 9).

Taxable income from salary is taxable income less compulsory social, health and unemployment
insurance contributions and the personal allowances (PIT Law, Article 8, clause 2). The

taxpayer's own allowance is VND 15.5 million a month and each dependant VND 6.2 million a
month (Article 10, clause 1). Tax is computed on a five-band progressive scale (Article 9).

Bac | Thu nhép tinh thué mét thang Thué suat
Band | Taxable income per month Rate

Pén 10 triéu dong

0,
! Up to VND 10 million %
) Trén 10 dén 30 tr19u .dong 10%
Above 10 up to 30 million
3 Trén 30 dén 60 tri¢u dong 20%

Above 30 up to 60 million
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Trén 60 dén 100 tri¢u dong
Above 60 up to 100 million

30%

Trén 100 triéu dong

Bac | Thu nhap tinh thué mét thang Thué suat
Band | Taxable income per month Rate
4
5 -
Above 100 million

35%

Ping Thi Hong Nhung
(ké toan trwéng)

Pang Thi Hong Nhung
(chief accountant)

Déng tinh Pham Vin Lam (giam

Step

doc)
Pham Van Lam (director)

Luong, ciing 1a lwong dong bao hiém

Salary, also the insurance base 45.000.000 25.000.000
Béo hiém ngudi lao dong 10,5%

Employee insurance 10.5% 4.725.000 2.625.000
Giam trir ban than 15.500.000 15.500.000
Own allowance

Sé nguoi phu thudc ) 1
Dependants

Gigm trir ngudi phy thuge 12.400.000 6.200.000
Dependants' allowance

Thu nhap tinh thué 12.375.000 675.000
Taxable income

Bic 1: t6i da 10 tridu x 5%

Band 1: up to 10 million x 5% 500000 33.750
Bac 2: phan trén 10 tridu x 10%

Band 2: the part above 10 million x 10% 237.500 0

Thué TNCN khéu trir

PIT withheld 737.500 33.750
Thyc linh 39.537.500 22.341.250
Net pay

Luong ciia Minh Thu 9.000.000 dong, trir bao hiém 945.000 dong con 8.055.000 dong,
thép hon giam trtr ban than 15.500.000 déng nén thu nhdp tinh thué bé‘mg 0, thué 0, thuc
linh 8.055.000 dong. Ca bang lwong 12 ngudi ¢6 3 nguoi phai ndp, tong thué khau trir
801.750 ddng (muc 4.7).

Minh Thu's salary of 9,000,000 dong, less insurance of 945,000 dong, leaves 8,055,000 dong,
below her own allowance of 15,500,000 dong, so taxable income is 0, tax is 0 and net pay is
8,055,000 dong. Across the 12-person payroll, 3 people pay tax, with total withholding of
801,750 dong (section 4.7).
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GHI NHO / KEY POINT — Ba thué, ba cin ctr khac nhau: GTGT tinh trén timg hoa don,
TNDN tinh trén lgi nhuén ciia ca ky, TNCN tinh trén ting nguoi timg thang. Mot 16i ¢ hoa
don kéo theo ca GTGT va TNDN; mét 16i & bang luong kéo theo bao hiém va TNCN.
Three taxes, three different bases: VAT on each invoice, corporate income tax on the profit of the
whole period, personal income tax on each person each month. One invoice error affects both VAT
and corporate income tax, one payroll error affects both insurance and personal income tax.

3.11. Viéc can 1am ngay — Action checklist

« In bang s6 du dau ky ciia cong ty ban dang 1am hodc thuc tap, 1am ba phép kiém: tong
No bang tong Co; tong tai san bang no phai tra cong von cha so hiru; tong so chi tiét
TK 131 va TK 331 bang s6 du tong hop.

Print the opening-balance sheet of the company where you work or intern and make three
checks: total debits equal total credits; total assets equal liabilities plus equity, the totals of
the TK 131 and TK 331 subsidiary ledgers equal the control balances.

* M¢ danh myc tai khoan ctia cong ty, gach chan 30 tai khoan ¢ bang muc 3.3 va ghi
canh moi tai khoan mot nghiép vu that ban da théy.
Open the company's chart of accounts, underline the accounts in the table in section 3.3 and
write beside each one a real transaction you have seen.

« LAy 10 chtng tir gan nhat, dinh khoan nhap trén gidy réi méi so véi but toan trong
phan mém; ghi lai chd léch.
Take the 10 latest documents, draft the entries on paper first, and only then compare them
with the entries in the software; note every difference.

* Kiém mot hoa don dau vao theo ba diéu kién khau trir: muc dich, tén va ma sd thué,
phuong thure thanh toan.
Test one purchase invoice against the three deduction conditions: purpose, name and tax
code, method of payment.

« Kiém 5 phiéu thu, phiéu chi c6 du ndi dung Piéu 16 va du chit ky theo Piéu 19; phiéu
chi thiéu chit ky ké toan truong thi bio ngay.
Check 5 receipt and payment vouchers for the Article 16 content and the Article 19
signatures, report at once any payment voucher without the chief accountant's signature.

« Chon mét but toan ciia thang trude va lan theo dudng tir chimg tir #én Nhat ky chung,
S6 Cai, Bang can ddi s6 phat sinh va chi tiéu trén BO1.
Choose one entry from last month and trace it from the document to the general journal, the
general ledger, the trial balance and the B0 line.

« Tinh lai thué TNCN ctia ba dong trong bang luong cong ty theo biéu nim béc va so
v6i s6 phan mém.
Recompute the personal income tax of three lines of the company payroll on the five-band
scale and compare with the software.

« Hoi ké toan trudng cong ty sira so theo cach ndo va ai ky ching tir diéu chinh; ghi cau
tra 101 vao so tay.
Ask the chief accountant how the company corrects the books and who signs an adjustment
document; write the answer in your notebook.
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* Lap danh sach tai khoan doi Thong tu 200 con gap trong tai li€u cli cia cong ty va tai
khoan thay thé theo bang muc 3.4.
List the Circular 200 accounts still found in the company's old files and their replacements
from the table in section 3.4.
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Chuong 4. Cong viéc ciia ké toan hiang ngay, hiang tuan, hang
théng — Chapter 4. An accountant's daily, weekly and monthly work

Sau chwong nay ban lam dwgc — What you will be able to do

* Lap lich cong viéc tuan cho vj tri ké toan kho, cong ng va gén mdi viéc v6i chirng tir
dau ra.
Draw up a weekly work calendar for a stock and receivables accountant and tie each task to
its output document.

« Kiém mot héa don mua vao theo timg muc, ké ca mdc 05 triéu dong thanh toan khong
dung tién mat, rdi dinh khoan nhap kho, van chuyén va thanh toan.
Check a purchase invoice item by item, including the VND 5 million non-cash threshold, then
post the receipt, freight and payment.

* Lap hoa don dung thoi diém, dinh khoan doanh thu, thué dau ra, thu ng va gia von cla
mot don ban.
Issue an invoice at the right time and post revenue, output VAT, collection and cost of sales
for a sale.

« Ddi chiéu s6 quy vai tién dém duoc, s6 tai khoan 112 véi so phuy, thé kho véi s6 chi
tiét, va xur 1y tirng loai chénh 1éch.
Agree the cash book to cash counted, the 112 ledger to the bank statement and the bin cards
to the subledger, and resolve each kind of difference.

» Lap bang tudi no, soan bién ban ddi chiéu cong ng va chon cép nhic ng phu hop.
Build an ageing table, draft a balance-confirmation record and choose the right level of
reminder.

4.1. Lich cong viéc ké toan theo ngay, tuin, thing, quy, nim — 4.1. The

accounting calendar: daily, weekly, monthly, quarterly, annual

Cong viéc ké toan lap lai theo nam nhip. Nhip ngay chay theo ching tir phét sinh: nhan,
kiém, ghi s6. Nhip tuan 1a dbi chiéu giita kho, quy, cong ng va s ké toan. Nhip thang
theo ky ké toan thang (Luat Ké toan, Piéu 12 khoan 1 diém c): tinh gia von, luong, khiu
hao r6i khoa s6. Nhip quy theo ky khai thué GTGT ciia Hoang Lam, khai theo quy. Nhip
nam gdém kiém ké, bao céo tai chinh va quyét toan thué.

Accounting work repeats in five rhythms. The daily rhythm follows the documents as they arise:
receive, check, post. The weekly rhythm is reconciliation between the warehouse, the cash desk,
receivables and the ledger. The monthly rhythm follows the monthly accounting period
(Accounting Law, Article 12, clause 1(c)): cost of sales, payroll and depreciation, then closing
the books. The quarterly rhythm follows the VAT return, which Hoang Lam files quarterly. The
annual rhythm covers the stock count, the financial statements and the year-end tax finalisation.
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Ngay
Daily

Ngay
Daily

Ngay
Daily

Ngay
Daily

Ngay
Daily

Tuan
Weekly

Viéc

Task

Nhén, kiém, phan loai
chung tur trong ngay: hoa
don mua vao, phiéu nhép,
phiéu xut

Receive, check and sort the
day's documents: purchase
invoices, goods received and
issue notes

Lap phiéu thu, phiéu chi;
ghi s6 quy; chdt ton quy
cubi ngay

Raise receipts and payment
vouchers, write up the cash
book, agree the closing cash

Duyét chi: ngudi c6 tham
quyén duyét, ké toan
trudng ky trudce khi chi
Approve payments:
authoriser and chief
accountant sign before cash
goes out

Lap hoa don ban hang khi
giao hang

Issue the sales invoice on
delivery

Ghi s6 chi tiét kho va cong
ng theo chirng tir cua ngay;
d6i chiéu s6 phu ngan hang
Post the stock and
receivable/payable
subledgers, agree the bank
Statement

Déi chiéu thé kho véi s6
ké toan timg ma hang
Agree bin cards to the ledger

for each item

Ngwoi lam
Owner

Minh Thu

Lé Thi Mai,
Vi Quang
Huy

Pham Van
Lam, Dang
Thi Hong
Nhung

Minh Thu
lap, Héng
Nhung duyét
Prepared by

Thu, approved
by Nhung

Minh Thur,
Quang Huy

Do Vin
Hung (thu
kho), Minh
Thu

Piu ra
Output

Chimng tir da kiém,
xép theo ngay
Checked documents

filed by date

S6 quy, s ton quy
cubi ngay

Cash book, closing
cash balance

Chimg tir chi du chit
ky

Payment documents

fully signed

Hoéa don dién tir
E-invoice

S6 chi tiét cap nhat;
s6 du ngan hang
khép s6 phu
Updated subledgers,
bank balance agreed

Béng d6i chiéu ton
kho ¢6 chir ky hai

bén

Stock reconciliation
signed by both

Luat KT Diéu 21
khoan 1, 2

Acc. Law Art.
21(1)—(2)

TT 99, TK 111
nguyén tic c, d
Circ. 99, acc. 111
principles (c), (d)

Luat KT Diéu 19
khoan 3

Acc. Law Art.
19(3)

NbD 254/2026
Piéu 9 khoan 1
Decree 254/2026
Art. 9(1)

Luat KT Diéu 21
khoan 1

Acc. Law Art.
21(1)

TT 99, TK 156
nguyén tic d
Circ. 99, acc. 156
principle (d)
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Piu ra
Output

Viéc

Ngwoi lam

Task Owner

Lap danh sach cong ng dén

han trong 7 ngay t6i; nhic TT 99, TK 131

Tudn  ng Mi Danh sach nhic ng nguyén tic b
. inh Thu ) .

Weekly  List balances falling due Reminder list Circ. 99, acc. 131
within 7 days, send principle (b)
reminders
Béo c4o nhanh cho ké toan
truong: tién, cong no, ton

Tuan  kho Minh Thu, Mot trang s6 liéu Quy ché noi bd

Weekly  Flash report to the chief Quang Huy One page of figures Internal policy
accountant. cash, receivables
and payables, stock
Chét chig tir; d6i chiéu

Théng bang ké héaqu’n mua vao, Bang lfé hoa don dau  Ludt KT Bjéu 12

Monthl ban ra vdi sO Quang Huy,  vao, daura khoan 1 diém ¢
Cut off documents; agree the ~ Minh Thu Input and output Acc. Law Art.

4 VAT invoice listings to the invoice listings 12(1)(c)
ledger
Tinh gia xuat kho binh
quén cudi thang, ghi gia
von; tinh lwong, trich bao

E;?}i EL?mL@au 5, i 155 Qs iy Bt toan cudi thang Muc 4.7 dén 4.9

pht Month-end entries Sections 4.7 to 4.9

Y Compute the month-end
average cost and cost of
sales, payroll, contributions,
depreciation, amortisation
Két chuyén, xac dinh két
qué; doi chiéu so chi tiét Hong Nhung

, v6i b cai; khoa sb; ddi kiém, ca bd Bang can ddi sb phat

Thang = ’ . . < 1% s

Montpy  Chicu cong ng phan sinh; 1ai 10 thang Muc 4.9
Close to profit and loss, Reviewed by Trial balance;, monthly  Section 4.9

g agree subledgers to the Nhung, whole  profit
general ledger; lock the team
period, confirm balances
Té khai thué GTGT quy; | SoemgHwy =

, . I , lap, Hong T khai, chung tur

Quy tam nQp thué¢ TNDN quy . N

Quarter = Quarterly VAT return; Nhung duyct nop tien Mu(‘f w1l

B quarterly CIT provisional Prepared by Returns and payment Section 4.10

payment

Huy, approved
by Nhung

evidence
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Nhip
Cycle

Nam
Annual

Nam
Annual

Viéc Nguwoi lam Piu ra Can cw
Task Owner Output Basis

Kiém ké tai san cudi ky ké a TRt Luat KT Diéu 40
LT Bién ban kiém ké, ) 2
toan nam; 1ap bao cao tai s e 1, khoan 2 diém a;
. I x A n bao céo tai chinh,
chinh; quy¢t toan thué Ca bo phan <o muc 4.11
quyet toan
Year-end stock count; Whole team X . Acc. Law Art.
. Count report, financial )
financial statements, tax o 40(2)(a); section
. statements, finalisation
finalisation ' 4.11
Sép xép, bao quan, luvu trit ~ Minh Thu Hb so danh sd, c6
tai liéu ké toan gilr kho hdso  danh muc Luat KT Dbiéu 41
File, safeguard and archive Thu keeps the  Numbered files with an  Acc. Law Art. 41
accounting records archive index

Nhét ky viéc phat sinh ciia Hoang Lam, thang 10/2026 — Hoang Lam's transaction
diary, October 2026

Chirng tir chinh

Main documents

Ngay | Viéc phat sinh
Date Event

Minh Thu nhan ban giao hd so kho,
cong ng
Thu takes over the stock and receivables

files

01/10

02/10

05/10

08/10

12/10

15/10

18/10

Nhap 400 thung SN18 cua Tan Phong
Receive 400 tubs of SN18 from Tan Phong

Nhap 1.000 bao BB40; tra cudc van
chuyén Hung Thinh bang chuyén khoan
Receive 1,000 bags of BB40; pay Hung
Thinh's freight by transfer

Bén cho Thanh D6 500 thung SN18 va
200 thung SNT18

Sell Thanh Do 500 tubs of SN18 and 200 of
SNT18

Thanh D6 chuyén tra 460 tri¢u
Thanh Do pays 460 million by transfer

Tra Tan Phong 620 tri¢u
Pay Tan Phong 620 million

Ban 1é 1.200 bao BB40 va 800 bao
KG25, thu chuyén khoan

Retail sale of 1,200 bags of BB40 and 800 of

KG25, paid by transfer

Bién ban ban giao
Handover minutes

Hoéa don, phiéu nhap kho

Invoice, goods received note

Hoa don, phiéu nhap kho, ity
nhiém chi
Invoices, GRN, payment order

Phiéu xuat kho, hoéa don
Issue note, invoice

Gidy bao C6
Credit advice

)

Uy nhiém chi

Payment order

Phiéu xuat kho, hoa don, gidy
bao Co

Issue note, invoices, credit advice
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Ngay | Viéc phat sinh Churng tir chinh Muc
Date Event Main documents Section

L  ein : Hoéa don vién thong, iy nhiém
Tra cudc Internet va dién thoai &, Uy e

25/10 hi 4.4
Pay the internet and phone bill o .
Telecom invoice, payment order
T 5 1~. 'k}l’ Xthr A , 5 k/\
31/10 ra lai ng, 0a so thang Glay bao.NQ, .ballng e 44,49
Pay loan interest, close the month Debit advice, listings

Tuan lam viéc mau caa ke toan kho, cong ng — A sample week for the stock and
receivables accountant

Thi | Sang Chiéu
Day Morning Afternoon

Déi chiéu thé kho tuan trude vai s6; ghi n , n £ .z
'8 Lap danh sach cong ng dén han; goi nhac

Hai céc phiéu nhap, xuit con lai Kkhach
Mon Agree last week's bin cards to the ledger; post

o List balances due; call customers
the remaining notes

Ba Nhan hang nhap, kiém hoéa don dau vao Ghi s6 mua hang; dé nghi duyét chi
Tue Receive goods, check purchase invoices Post purchases; submit payment requests
Tu Lap hoa don cac don giao trong ngay Ghi s6 ban hang; theo ddi tién vé

Wed Issue invoices for the day's deliveries Post sales, track receipts

Nim  Gui bién ban ddi chiéu cong ng khach 1én  Ra soat chung tir ton dong

Thu Send balance confirmations to large customers — Clear outstanding documents

, Chdt s6 chi tiét kho, cong ng tuan . £ \

Sau i > CONE nY Béo céo nhanh cho ké toan truong
Close the week's stock and receivables

Fri Flash report to the chief accountant
subledgers

Vi DU / EXAMPLE — Tht Hai 05/10/2026 ctia Minh Thu. 08 gio 30, xe Tan Phong giao
1.000 bao BB40; B4 Vin Hung dém du, ky bién ban giao nhan va 1ap phiéu nhap kho. 10 gio,
hoa don dién tir ciia Tan Phong vé hop thu ké toan; Minh Thu d6i chiéu voi don hang va
phiéu nhép, roi ghi No 156 214.000.000, N¢ 1331 17.120.000, C6 331 231.120.000. 14 gio,
Hung Thinh giri hoa don cudc van chuyén 5.400.000 (da gdom thué 400.000); khoan tir 05
triéu dong nén Minh Thu 14p ty nhiém chi trén ngan hang dién tir, Ké toan truong duyét. 16
gid 30, Lé Thi Mai chét ton quy 92.000.000, ding bang sé dau ky vi trong ngay khong chi
tién mat.

Monday 5 October 2026 for Minh Thu. At 08:30 a Tan Phong lorry delivers 1,000 bags of BB40,; Do
Van Hung counts them, signs the delivery record and raises the goods received note. At 10:00 Tan
Phong's e-invoice reaches the accounts mailbox; Thu agrees it to the order and the receiving note,
then posts Dr 156 214,000,000, Dr 1331 17,120,000, Cr 331 231,120,000. At 14:00 Hung Thinh sends
its freight invoice for 5,400,000 (including tax of 400,000); as it is VND 5 million or more, Thu raises
a payment order in online banking and the Chief Accountant approves it. At 16:30 Le Thi Mai agrees
the closing cash at 92,000,000, unchanged from the opening balance because no cash was paid out
that day.
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GHI NHO / KEY POINT — Chimg tir phat sinh ngay nao ghi sé ngay dé. S6 chi tiét kho va
cong no cap nhat hing ngay 1a diéu kién dé ddi chiéu tudn va khoa sb thang chay trong mot
bubi thay vi mot tuan.

Post every document on the day it arises. Daily-updated stock and receivables subledgers are what let
the weekly reconciliation and the month-end close take a morning instead of a week.

LOI HAY GAP / COMMON MISTAKE — Dén chimg tir dén cudi thang méi ghi. Biéu
hién: h6a don nam trong ngin kéo tir dau thang, phiéu nhap kho khong c6 héa don di kém, sb
du cong no trén s6 khac sd khach xac nhan. Hau qua: gia von tinh sai vi thiéu phiéu nhap,
thué GTGT dau vao ké khai st hodc sai ky. Cach tranh: dit gio ¢b dinh cudi ngay cho viéc
ghi s6; chimg tir chua d thi ghi vao danh sach chimg tir treo va bao ké toan trudng.

Leaving documents until month end. Signs: invoices sit in a drawer from the first of the month, goods
received notes have no invoice, the ledger balance differs from the balance the customer confirms.
Consequences: cost of sales computed wrongly for lack of receipts, input VAT omitted or put in the
wrong period. Remedy: fix a daily slot for posting; a document that is incomplete goes on an open-
items list reported to the chief accountant.

4.2. Quy trinh mua hang, nhap kho, thanh toan — 4.2. Purchasing, receiving and
paying

Hoang Lam mua son va bt ba cua Cong ty CP Son Tan Phong, thué Cong ty TNHH Van
tai Hung Thinh chd hang. Thang 10/2026 c6 ba nghi¢p vu: ngay 02/10 nhap 400 thung
SN18 gia 1.160.000 ddng mot thung; ngay 05/10 nhap 1.000 bao BB40 gia 214.000 dong
mot bao; ciing ngay tra 5.000.000 dong cudc ché BB40. Pay 13 quy trinh Minh Thu lam
hang tuan.

Hoang Lam buys paint and skim coat from Cong ty CP Son Tan Phong and hires Cong ty TNHH
Van tai Hung Thinh to haul. October 2026 has three transactions: on 2 October, 400 tubs of

SN18 at 1,160,000 dong each, on 5 October, 1,000 bags of BB40 at 214,000 dong each, and the
same day 5,000,000 dong of freight for the BB40. This is the routine Minh Thu runs every week.

Chirng tir cia quy trinh mua hang — Documents in the purchasing process

Chirng tir Do ai lap Ai ky Ké toan kiém gi
Document Raised by Signed by What accounting checks

N . Thu kho hoac Trudéng bd phan, o 1 N
Giay dé nghi mua . L ., g; > Pl Ma hang, so0 lugng, ton kho
han phong kinh doanh ~ Giam doc hin cé
& L Storekeeper or Head of department, : )
Purchase requisition ] : Item, quantity, stock on hand
sales Director

Don gia, thué sut, han

Don dat hang hoac . £
N : . Giam d6c, nha cun thanh toan 30 ngay, dia
hop dong Phong kinh doanh 2 2. S
cap diém giao
Purchase order or Sales . ) i
Director, supplier Price, tax rate, 30-day terms,
contract

delivery point
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Chirng tir

Document

Do ai lap
Raised by

Ai ky
Signed by

K¢ toan kiém gi
What accounting checks

Bién ban giao nhan
Delivery record

Phiéu nhap kho

Goods received note

Hoéa don dién tir dau
vao
Purchase e-invoice

Giy dé nghi thanh
toan, uy nhiém chi
Payment request,
payment order

Cac budc — Steps

Thu kho va bén
giao
Storekeeper and

carrier

Thu kho

Storekeeper

Nguoi ban
Seller

Keé toan
Accountant

Hai bén
Both parties

Thu kho, nguoi giao,
ké toan

Storekeeper, carrier,
accountant

Chir ky s6 ngudi ban
Seller's digital signature

Giam dbc duyét, Ké
toan truong ky
Director approves,
Chief Accountant signs

Sb luong thuc nhan, tinh
trang hang

Quantity actually received,
condition

Khép bién ban giao nhan
va don hang

Agrees to the delivery record
and the order

Noi dung bét budc, thué
suét, tinh toan (bang bén
duoi)

Mandalorjy content, rate,
arithmetic (table below)

bu b ba ching tir trudc
khi chi

Full set of three documents
before paying

1. Thi kho 1ap gidy dé nghi mua khi ton mét ma hang xudng dudi mic tbi thiéu hodc

khi ¢6 don ban cho; Giam dbc duyét.

The storekeeper raises a requisition when an item falls below its minimum or a sales order is

waiting; the Director approves.

2. Phong kinh doanh 1ap don dat hang giri nha cung cip; ban sao chuyén ké toan dé lam
can ct ddi chiéu gia va han thanh toan.
Sales prepares the purchase order and sends it to the supplier; a copy goes to accounting as
the reference for price and terms.

3. Hang vé, thi kho dém theo timg ma, ddi chiéu don hang va phiéu giao hang, ky bién
ban giao nhan. Thiéu, thira, hong ghi ngay vao bién ban.
When the goods arrive the storekeeper counts each item against the order and the delivery
note and signs the delivery record. Shortages, overages and damage go straight into the

record.

4. Thi kho 1ap phiéu nhap kho theo s6 lugng thuc nhén, chuyén ban ké toan ciing bién
ban giao nhan trong ngay.
The storekeeper raises the goods received note for the quantity actually received and passes
the accounting copy with the delivery record the same day.

5. Ké toan nhan hoa don dién tir, kiém theo bang kiém bén dudi. Héa don sai thi yéu cau
ngudi ban diéu chinh hodc thay thé trude khi ghi so.
Accounting receives the e-invoice and runs the checklist below. A wrong invoice goes back
to the seller for correction or replacement before posting.
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6. Pdi chiéu ba bén: don hang, phiéu nhap kho, héa don. Ba ching tir khép ma hang, sé
luong, don gia méi ghi s6.
Three-way match: order, goods received note, invoice. Posting waits until item, quantity and
price agree on all three.

7. Ghi s6: Ng 156, Ng 1331, C6 331 (hodc C6 111, 112 néu tra ngay). Cap nhat s6 chi
tiét hang hoa va sb chi tiét nguoi ban.
Post Dr 156, Dr 1331, Cr 331 (or Cr 111, 112 if paid at once). Update the item subledger
and the supplier subledger.

8. Pén han, ké toan lap gidy dé nghi thanh toan; Giam déc duyét, Ké toan truong ky roi
moi 1ap Gy nhiém chi hodc phiéu chi.
On the due date accounting prepares the payment request; the Director approves and the
Chief Accountant signs before the payment order or cash voucher is raised.

1 D2 nghi mua 2 Don dit hang 3 Nhén hang
Thu kho, kinh doanh > Gidm déc duyét > Thu kho dém, déi chiéu
Gidy dé nghi mua hang DPon hang giri Tan Phong Bién ban giao nhan
déi chidu ba bén: don hang, phiéu nhap kho, héa don
v

6 Ghi s6, thanh toén 5 Kiém héa don 4 Nhép kho
No 156, 1331; C6 331 <+ Ké toan kho, cong ng < Thu kho 13p phiéu
Duyét chi, ity nhiém chi Hoa don dién tir diu vao Phiéu nhap kho

Hinh 4.1. Quy trinh mua hang, nhap kho, thanh toan cia Hoang Lam
Figure 4.1. Purchasing, receiving and payment at Hoang Lam

Kiém hoa don dau vao trwéc khi ghi s0 — Checking a purchase invoice before posting

Noi dung bat budc cta hoa don g6m tén, ky hi¢u, s6 hoa don; tén, dia chi, ma s thué
ngudi ban va ngudi mua; tén hang, don vi tinh, sb lugng, don gia; thanh tién chua thué,
thué suét, tién thué, tong thanh toan; thoi diém 1ap va thoi diém ky s6 (ND 254/2026,
Piéu 10 khoan 1). Piéu kién khau trir thué GTGT dau vao gdm hoa don hop 1é va chimg
tir thanh toan khong dung tién mat (Luat Thué GTGT, Piéu 14 khoan 2); mdc ap dung 1a
hang hoa, dich vu mua vao tir 05 triéu déng tré 1én da g@)m thué GTGT (Nb 181/2025
dugc hop nhét trong VBHN 18/2026, Piéu 26).

A valid invoice must show its title, series and number, the name, address and tax code of seller
and buyer; the item, unit, quantity and price; the amount before tax, the tax rate, the tax and the
total; and the issue time and the time of digital signature (Decree 254/2026, Article 10, clause
1). Input VAT is deductible only with a valid invoice and non-cash payment evidence (VAT Law,

Article 14, clause 2); the threshold is purchases of VND 5 million or more including VAT
(Decree 181/2025 as consolidated in VBHN 18/2026, Article 26).
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Muc Kiém

Check

Héa don SN18 ngay 02/10 phai cho thiy
The 2 October SN18 invoice must show

Tén, dia chi, ma sb thué diing Cong ty Hoang

Sai thi

If wrong

Yéu cau diéu chinh hoic thay

Nguoi mua . thé
Buyer Lam Ask for a correction or
Y Hoang Lam's exact name, address and tax code o
replacement
Mi s6 thué Tan Phong; tra ciru hoa don trén cong - ,
. - = Khong ghi so, bao ké toan
-y hoa don dién tir ciia Cuc Thué (TT 91/2026 Didu onE &
Nguoi ban 21) truong
Seller o Do not post; tell the chief
Tan Phong's tax code; look the invoice up on the Tax P —
Department's e-invoice portal (Circ. 91/2026 Art. 21)
Trung ngdy giao hang 02/10 (thoi diém chuyén
Nedv 14 giao quyén sd hiru, ND 254/2026 Diéu 9 khoan ~ Hoi nguoi ban; ghi chti vao
gay b 1) hd so
Issue date o .
Same as the delivery date, 2 October (transfer of Query the seller; note the file
ownership, Decree 254/2026 Art. 9(1))
400 thy 18 gia 1.160. kho ha PP R 8 A L
\ < 90 .l;mg S}\I 8 gid 1.160.000, khop don hang Cho xtr 1y, khong ghi sO phan
Hang vagia  va phiéu nhap

Item and price

Thué suat

400 tubs of SN18 at 1,160,000, agreeing to the order
and the receiving note

Son nodi that 8% (ND 174/2025, giam 2% dén hét
31/12/2026)

léch
Hold; do not post the difference

Ghi 10% 1a sai; yéu cau diéu
chinh

Tax rate Interior paint at 8% (Decree 174/2025, 2% cut to 31 10% is wrong; ask for a
December 2026) correction
Léch mot dong ciing bao
Tinh toan 464.000.000 + 37.120.000 = 501.120.000 nguoi ban
Arithmetic 464,000,000 + 37,120,000 = 501,120,000 Report even a one-dong
difference
‘ Hoa don chua ky s6 khon
Chir ky s6 o on S 50 E IO
Divital Co chir ky s0 nguoi ban va thoi diem ky dung 1am cén cir ghi s6
,lgl “ Seller's digital signature and signing time An unsigned invoice is not a
signature o .
basis for posting
, Tir 05 triéu dong trd 1én: thanh toan bang chuyén  Thué dau vao khong duoc
Thanh toan Khos An hi Kkhau trd
Paymenl oan qua ngan hang au tru

From VND 5 million: pay by bank transfer

Input VAT is not deductible

Sai s6t trén hoa don da 1ap xur 1y theo TT 91/2026, Diéu 10: ngudi ban lap hoa don diéu
chinh, c6 dong chit “Piéu chinh cho héa don Mau sb... ky hiéu... sb... ngdy... thang. ..
nam”, hodc 1ap hoa don moi thay thé, co6 dong chir “Thay thé cho hoa don Mau sb... ky
hiéu... s6... ngdy... thang... nim”. K& toan giir c4 hoa don sai 1an héa don diéu chinh
hoic thay thé trong h6 so.

Errors on an issued invoice are handled under Circular 91/2026, Article 10: the seller either
issues an adjustment invoice carrying the words “Adjustment to invoice Form No... series...
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number... dated...” or issues a replacement invoice carrying the words “Replacement for
invoice Form No... series... number... dated...”. Accounting keeps the faulty invoice together
with the adjusting or replacing one.

Dinh khoan mua hang thang 10/2026 — Purchase entries for October 2026

Dinh khoan / Journal entries
02/10 No TK 156 — Hang hoa (400 thing SN18) ....ueeeersersesseessessessessessesssesses 464.000.000
No TK 1331 — Thué GTGT duoc khéu trir ciia hang hoa, dich Vi ... 37.120.000
C6 TK 331 — Phai trd nguoi ban (Tan Phong)............cceenee.e. 501.120.000
05/10 No TK 156 — Hang hoa (1.000 bao BB40) ....c.eveersersessenssessessessessesssesses 214.000.000
No TK 1331 — Thué GTGT duoc khéu trir ciia hang hoa, dich Vi ... 17.120.000
C6 TK 331 — Phai trd nguoi ban (Tan Phong)............cceenee.e. 231.120.000
05/10 No TK 156 — Hang hoa (cudc chd BB40) cuuuerueeresssssessessssesssessessessasssesees 5.000.000
No TK 1331 — Thué GTGT duoc khéu trir ciia hang hoa, dich Vil eueeueeueeees. 400.000
C6 TK 112 — Tién giri Khong Ky han..........oooveeveeeeeveeeeeeeeeeenn. 5.400.000
15/10 Ng TK 331 — Phai trd nguoi ban (Tan Phong).....ceeeeceessercssrcssnncsnnesans 620.000.000
Co6 TK 112 — Tién giri khong ky han..........coooeeveeeeveeeeeane. 620.000.000

Cudc van chuyén dua hang tir nha cung cdp vé kho niam trong gia gbc hang hoa: TT 99,
TK 156 nguyén tic c, tinh gia gdc bang gid mua cong chi phi thu mua, trong d6 co chi
phi van chuyén, béc xép dua hang vé dén kho. Lo BB40 vi vdy nhdp kho véi gia
214.000.000 + 5.000.000 = 219.000.000 dong, binh quan 219.000 dong mot bao, cao hon

gi4 hoa don 214.000 dong.

Freight bringing goods from the supplier to the warehouse is part of the cost of goods: Circular
99, account 156, principle (c) defines cost as the purchase price plus acquisition costs, including
carriage and handling to the warehouse. The BB40 lot is therefore received at 214,000,000 +
5,000,000 = 219,000,000 dong, an average of 219,000 dong a bag against the invoice price of
214,000.

CANH BAO / WARNING — Cuéc 5.400.000 dong di gom thué, tir mbc 05 triéu dong cua
ND 181/2025 Diéu 26, nén Hoang Lam tra bang iy nhiém chi. Néu tha quy chi tién mit,
400.000 dong thué dau vao khong dugc khau trir va ciing khong duoc tinh vao chi phi tinh
thué TNDN (Luat Thué GTGT, Diéu 14 khoan 1 diém e).

The freight of 5,400,000 dong, tax included, reaches the VND 5 million threshold of Decree 181/2025,
Article 26, so Hoang Lam pays it by payment order. Paid in cash, the 400,000 dong of input tax would
be neither creditable nor an allowable expense for corporate income tax (VAT Law, Article 14, clause

I(e)).

Hoéa don da nhan nhung dén cudi ky hang chua vé kho thi ghi N¢ 151 — Hang mua dang
di dudng, No 1331, Co6 331; sang ky sau hang vé, ghi No 156, C6 151 (TT 99, TK 156
phuong phap 3.2).

If the invoice has arrived but the goods are not in the warehouse at period end, post Dr 151

goods in transit, Dr 1331, Cr 331; when the goods arrive in the next period post Dr 156, Cr 151
(Circular 99, account 156, method 3.2).

VI DU/ EXAMPLE — Hoéa don SN18 ngay 02/10 ghi thué suit 10%. Thué dung 8% la
37.120.000 ddng, hoa don ghi 46.400.000 ddng, 1éch 9.280.000 dong va tong thanh toan
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thanh 510.400.000 dong. Minh Thu khéng ghi s6 theo hoa don nay; Tan Phong 14p hoa don
diéu chinh hodc thay thé (TT 91/2026, Biéu 10), Minh Thu ghi theo héa don dung.

The 2 October SN18 invoice shows a 10% rate. The correct 8% tax is 37,120,000 dong, the invoice
shows 46,400,000, a difference of 9,280,000, and a total of 510,400,000. Minh Thu does not post from
this invoice; Tan Phong issues an adjustment or replacement invoice (Circular 91/2026, Article 10)
and Thu posts from the corrected one.

LOI HAY GAP / COMMON MISTAKE — Nhiap kho va ghi s6 khi chwa c6 phiéu nhép
hodc chua dém hang. Biéu hién: phiéu nhap do ké toan 1ap tir hoa don, thii kho ky sau. Hau
qua: hang giao thiéu van ghi du, s6 kho 1éch thé kho, no nha cung cip ghi cao hon thyc té.
Céch tranh: phiéu nhép 1ap theo bién ban giao nhan, ké toan chi ghi khi ba chimg tir khép.
Posting stock before it is counted or before a receiving note exists. Signs: the accountant raises the
note from the invoice and the storekeeper signs later. Consequences: a short delivery is recorded in
full, the ledger differs from the bin card, the supplier balance is overstated. Remedy: raise the note
from the delivery record and post only when the three documents agree.

LOI HAY GAP / COMMON MISTAKE — Ghi cuéc van chuyén du vao vao chi phi quan
1y (642) hodc ban hang (641). Cudc chd hang vé kho 1a chi phi thu mua, ndm trong gia goc
156 (TT 99, TK 156 nguyén tic c). Ghi sai lam gia von thang sau thap, 13i thang nay thap hon
thuc té.

Booking inbound freight to administrative (642) or selling (641) expense. Carriage of goods into the
warehouse is an acquisition cost and belongs in the cost of inventory, account 156 (Circular 99,

account 156, principle (c)). The error understates the following month's cost of sales and this month's
profit.

GHI NHO / KEY POINT — Ba chtng tir khép méi ghi s6 va méi tra tién: don hang, phiéu
nhap kho, héa don. Tir 05 triéu dong da gdm thué, khong tra tién mit.

Post and pay only when three documents agree: order, goods received note, invoice. From VND 5
million including tax, do not pay in cash.

4.3. Quy trinh ban hang, xuat héa don, thu tién — 4.3. Selling, invoicing and

collecting

Hoang Lam béan cho Cong ty CP Xay dung Thanh D6 theo don hang, giao tai cong trinh,
thanh todn sau; ban cho khach 1¢ va cira hang nhé tai kho, thu chuyén khoan. Thang
10/2026: ngay 08/10 ban Thanh D6 1.145.000.000 dong chua thué; ngay 18/10 ban 1¢

474.000.000 ddng chua thué. Thué GTGT 8% cho cé hai.

Hoang Lam sells to Cong ty CP Xdy dung Thanh Do against orders, delivered to site and paid
later, it sells to retail customers and small shops at the warehouse, paid by transfer. In October
2026: on 8 October it sells Thanh Do 1,145,000,000 dong before tax; on 18 October it sells
retail 474,000,000 dong before tax. VAT is 8% on both.

Tai li€u nay dugc bién soan boi doi ngii cuia website: https://globalmarket.vin
Trang 103



Ké toan thyc hanh tir A dén Z / Practical Accounting from A to Z

1 Don dit hang 2 Xuit kho 3 Giao hang
Kinh doanh nhan, kiém han mirc o Thu kho 13p phiéu xuAt > Khach ky nhan
Pon hang cua khach Phiéu xut kho Bién ban giao nhan
gi4 vén ghi cudi thang sau khi tinh don gi4 binh quan: No 632; C6 156
v
6 Thu tién, déi chiéu 5 Ghi sb 4 Lap héa don
Gihy béo C6, phiéu thu B No 131 hodc 112; C6 511, 33311 | Ké toan, ky sb

Bién ban doi chiéu So chi tiét cong ng Hoéa don dién tir

Hinh 4.2. Quy trinh ban hang, xuat hoa don, thu tién cia Hoang Lam
Figure 4.2. Selling, invoicing and collecting at Hoang Lam

Cac budc — Steps

1. Phong kinh doanh nhan don dit hang ctia khach. Ké toan céng no bao s du no va ng
qua han ctia khach; khach qua han thi chi giao khi Giam déc dong .
Sales takes the customer's order. The receivables accountant reports the customer's balance
and overdue amount; an overdue customer is supplied only with the Director's consent.

2. Thu kho 1ap phiéu xuét kho theo don da duyét, ghi ma hang va s6 luong, ky cung
nguoi nhan hang.
The storekeeper raises the issue note from the approved order, stating item and quantity,
and signs with the person collecting.

3. Giao hang; bén nhan ky bién ban giao nhan hoic phiéu giao hang. Ban cé chir ky
khach chuyén vé ké toan trong ngay.
Goods are delivered, the recipient signs the delivery record or delivery note. The copy
signed by the customer reaches accounting the same day.

4. Ké toan 1ap hoa don dién tir dung thoi diém chuyén giao quyén sé hitu hang hoa,
khong doi thu tién; Ké toan truong duyét, ky s, guri khach.
Accounting issues the e-invoice at the moment ownership of the goods passes, without
waiting for payment, the Chief Accountant approves, signs digitally and sends it to the
customer.

5. Ghi doanh thu va thué GTGT dau ra: Ng 131 hodc 112, C6 511, C6 33311. Cp nhat
sO chi tiét cong ng khach hang.
Record revenue and output VAT: Dr 131 or 112, Cr 511, Cr 33311. Update the customer
subledger.

6. Cudi thang, sau khi tinh don gia xuét binh quan, ghi gid von: No 632, C6 156 (muc
4.9).
At month end, once the average issue cost is computed, record cost of sales: Dr 632, Cr 156
(section 4.9).

7. Theo dai tién vé: gidy bao C6 hoic phiéu thu; can ding hoa don ctia khach trén sb chi
tiét,
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Track receipts: credit advice or cash receipt; match each to the right invoice on the
subledger.

8. Cudi thang d6i chiéu sé du v6i khach 16n bang bién ban d6i chiéu cong no (muc 4.6).
At month end confirm the balance with large customers by a balance-confirmation record
(section 4.6).

Thoi diém 1ap héa don — When to issue the invoice

Hoéa don ban hang hoa lap vao thoi diém chuyén giao quyén so hitu hodc quyén sir dung
hang hoéa cho nguoi mua, khong phan biét da thu tién hay chua (ND 254/2026, Diéu 9
khoan 1). Giao hang nhiéu 1an thi mdi lan giao 1ap mot hoa don cho khéi lwong giao
tuong ung (khoan 3). Thanh D6 nhan hang ngay 08/10, héa don 1ap ngay 08/10 du tién
vé sau; doanh thu va thué GTGT dau ra phat sinh tir ngay do.

An invoice for goods is issued when ownership or the right to use the goods passes to the buyer,
whether or not the money has been received (Decree 254/2026, Article 9, clause 1). Where
delivery is in instalments, each delivery gets its own invoice for the quantity delivered (clause 3).
Thanh Do receives the goods on 8 October, so the invoice is dated 8 October even though the
cash follows; revenue and output VAT arise from that date.

Khach Hang Don gia Thanh tién Thué 8% Tong
Customer Item Ql) Unit price Amount VAT 8% Total

Thanh D6 08/10  SN18 1.450.000  725.000.000  58.000.000 383 -000.00
Thanh D6 08/10  SNTI8 200  2.100.000  420.000.000  33.600.000 35 SRAUDLL
Cong Thanh Do 1.236.600.0
e 700 1145.000.000 91.600.000
Khach1e 18/10  ppyo 1200 265.000 318.000.000  25.440.000 r>-440-00
Retail 18 Oct 0

Khach1e 18/10 1 75 g00  195.000 156.000.000  12.480.000 03:480-00
Retail 18 Oct 0

Cgmzln e 2.000 474.000.000  37.920.000 °L1920-00
Retail total 0

Cong thang 10 129.520.00  1.748.520.0
ooe e 2.700 1619.000.000 0
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Kiém héa don ban ra trwée khi ky $0 — Checking a sales invoice before signing

Muc kiém Thanh D6 08/10
Check Thanh Do, 8 Oct

Tén, dia chi, ma sb thué theo gidy dang ky doanh nghiép cia Thanh Do; sai
Nguoi mua thong tin thi hoa don phai diéu chinh hoic thay thé
Buyer Name, address and tax code as on Thanh Do's registration, wrong details force a
correction or replacement

Hai dong: 500 thing SN18 va 200 thung SNT18, khép phiéu xuat kho va

Hang bién ban giao nhan

Goods Two lines: 500 tubs of SN18 and 200 of SNT18, agreeing to the issue note and the
delivery record

Gia 1.450.000 va 2.100.000 dé)ng, theo don hang da duyét

Price 1,450,000 and 2,100,000 dong per the approved order

Thué 8% moi dong; tong thué 91.600.000 dong

Tax 8% on each line; total tax 91,600,000 dong

Ngay lap 08/10/2026, trung ngay giao

Date 8 October 2026, the delivery date

R i K¢é toan truong duyét, ky sd, giri qua thu dién tir ding ky; luu ban gbe dién tir

Sioni di Chief Accountant approves, signs digitally and sends to the registered address, the
igning, sendin S
SIS, & electronic original is kept

Dinh khoan ban hang thang 10/2026 — Sales entries for October 2026

Dinh khoan / Journal entries

08/10 No TK 131 — Phai thu ciia khach hang (Thanh D0) c.cuceeereerrerecseenee. 1.236.600.000
C6 TK 511 — Doanh thu ban hang va cung cép dich vu........ 1.145.000.000
C6 TK 33311 — Thué GTGT GAU 12 ... 91.600.000
12/10 No TK 112 — Tién giti Khong K§ Nallecueeeeesececesessessesssessessessessessaessessense 460.000.000
C6 TK 131 — Phai thu ctia khach hang (Thanh D9) ................. 460.000.000
18/10 No TK 112 — Tién giti Khong Ky Nan ..c.eceeeeeecreeseesessessessensensessessessesseses 511.920.000
C6 TK 511 — Doanh thu ban hang va cung cép dich vu........... 474.000.000
C6 TK 33311 — Thué GTGT GAU 12 ... 37.920.000
31/10 N¢ TK 632 — Gia von hang ban (xudt ban Thanh Do)...seesersersersersesene 913.000.000
C6 TK 156 — HANG NO.......eoeeeeeeeeeeeeeeeeeeeeeeee e 913.000.000
31/10 No TK 632 — Gia vOn hang ban (XuAt DAN 18).ueueereesersessersersersessesseseene 375.600.000
C6 TK 156 — HANG NO.......eoeeeeeeeeeeeeeeeeeeeeee e 375.600.000

Hai khoan gia vbn 13 913.000.000 déng (SN18 500 thung x 1.154.000, SNT18 200 thung
x 1.680.000) va 375.600.000 déng (BB40 1.200 bao x 213.000, KG25 800 bao x
150.000); cong 1.288.600.000 dong. Hoang Lam tinh gia xuat theo binh quan gia quyén
cudi thang nén gia von chi ghi dugc khi da c6 du phiéu nhap cia thang.

The two cost-of-sales amounts are 913,000,000 dong (SN18 500 tubs x 1,154,000, SNT18 200
tubs x 1,680,000) and 375,600,000 dong (BB40 1,200 bags x 213,000, KG25 800 bags x
150,000); together 1,288,600,000 dong. Because Hoang Lam uses the month-end weighted
average, cost of sales can be posted only once all of the month's receipts are in.
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No TK 131 — Phai thu cta khach hang Co

SDDK 760.000.000

(08/10) Ban Thanh D6 1.236.600.00 | (12/10) Thanh D6 tra 460.000.000
0

Cong PS 1.236.600.00 | Cong PS 460.000.000
0

SDCK 1.536.600.00
0

Vi DU/ EXAMPLE — Ngay 18/10 cac khach 1¢ va ctra hang nho mua tong cong 1.200 bao
BB40 gia 265.000 dong va 800 bao KG25 gia 195.000 dong, chuyén khoan ngay. Tha kho 1ap
phiéu xuat kho 2.000 bao; Minh Thu 1ap hoéa don cho timg khach theo thong tin mua hang cua
khach @0, cong lai gia tri 474.000.000 dong, thué 8% 37.920.000 ddng, tong 511.920.000
dong. Gidy bao C6 cong 511.920.000 dong vé tai khoan ngan hang cing ngay; Quang Huy
ghi No 112, C6 511, C6 33311.

On 18 October retail customers and small shops buy 1,200 bags of BB40 at 265,000 dong and 800
bags of KG25 at 195,000 dong in total and pay by transfer at once. The storekeeper raises an issue
note for 2,000 bags, Minh Thu issues an invoice to each customer from that customer's buyer details,
adding up to 474,000,000 dong, 8% tax of 37,920,000 dong, total 511,920,000 dong. The credit

advices totalling 511,920,000 dong reach the bank account the same day, Quang Huy posts Dr 112,
Cr5ll, Cr33311.

GHI NHO / KEY POINT — Héa don lap khi giao hang, khong doi thu tién. Doanh thu ghi
theo hoa don va bién ban giao nhan; tién vé chi 1am giam cong ng.

Invoice on delivery, not on payment. Revenue follows the invoice and the delivery record; cash
received only reduces the receivable.

LOI HAY GAP / COMMON MISTAKE — Gom nhiéu lan giao hang trong thang vao mot
hoa don 1ap cudi thang. ND 254/2026 Diéu 9 khoan 3 yéu cau mdi lan giao mot hoa don cho
khéi lwong giao. Hoa don 1ap mudn 1am doanh thu va thué dau ra ghi sai ky, kéo theo gia von
léch.

Batching a month's deliveries into one invoice raised at month end. Decree 254/2026, Article 9, clause
3 requires an invoice for each delivery. A late invoice puts revenue and output VAT in the wrong
period and distorts cost of sales.

LOI HAY GAP / COMMON MISTAKE — Ghi doanh thu khi méi nhén tién (g trude.
Tién khach tra truéc khi giao hang ghi Cé6 TK 131 (s6 du C6 phan anh tién nhan trudc, TT
99, TK 131 phan két cau), chua phai 511. Doanh thu ghi khi giao hang va lap héa don.
Recording revenue when only an advance is received. Money paid by a customer before delivery is
credited to account 131 (a credit balance reflects amounts received in advance, Circular 99, account
131, structure), not to 511. Revenue is recorded on delivery and invoicing.

LOI HAY GAP / COMMON MISTAKE — Quén ghi gia v6n khi khéa sb. Doanh thu d3 co
ma 632 chua co, 13i thang cao do, kéo theo tam tinh thué TNDN sai. Céch tranh: d6i chiéu s6
lugng xuét trén bang nhap, xuét, ton véi sd lugng trén cac hoa don ban ra trudce khi chay tinh
gia.

Forgetting cost of sales at the close. Revenue is in but 632 is not, so profit is overstated and the

Tai li€u nay dugc bién soan boi doi ngii cuia website: https://globalmarket.vin
Trang 107



Ké toan thyc hanh tir A dén Z / Practical Accounting from A to Z

provisional corporate tax wrong. Remedy: agree quantities issued on the stock movement table to
quantities on sales invoices before running the cost calculation.

4.4. Thu, chi tién mit va tién giri ngan hang — 4.4 Cash and bank receipts and
payments

Tién mat do thu quy Lé Thi Mai giit va ghi s6 quy; ké toan ghi s6 ké toan tién mat (TK
111) doc 1ap véi sd quy, cudi ngay hai s6 phai bang nhau. Nguoi 1am ké toan khong dong
thoi 1a thu kho, thi quy (Luat Ké toan, Diéu 52 khoan 4; doanh nghiép tu nhan va cong ty
TNHH mot ca nhan lam chi s¢ hiru ¢6 ngoai 18 trong cung diéu). Tai khoan ngan hang
(TK 112) do Quang Huy 1ap 1énh chi, Giam d6c va Ké toan truong duyét.

Cash is held by the cashier, Le Thi Mai, who keeps the cash book; accounting keeps the cash
ledger (account 111) independently, and the two must agree at the close of each day. A person
who keeps the accounts may not also be the storekeeper or cashier (Accounting Law, Article 52,
clause 4, sole-owner private enterprises and one-member LLCs are excepted in the same

article). The bank account (account 112) is operated by Quang Huy, who raises payment
instructions, the Director and the Chief Accountant approve.

Thu tien mat — Receiving cash

1. Ké toan 1ap phiéu thu tir chimg tir gbc (héa don, gidy dé nghi hoan tng), ghi nguoi
nop, 1y do, s6 tién bang s6 va bang chit.
Accounting raises the cash receipt from the source document (invoice, advance settlement),
stating payer, reason and amount in figures and in words.

2. Nguoi nop tién va Ké toan trudng ky; thi quy dém tién, thu di roi ky nhan.
The payer and the Chief Accountant sign, the cashier counts the money, takes the full
amount and signs.

3. Thu quy ghi s6 quy; ké toan ghi s6 ké toan theo phiéu thu cing ngay.
The cashier writes up the cash book; accounting posts from the receipt the same day.

Chi tién mat — Paying cash

1. Nguoi dé nghi 1ap gidy dé nghi thanh todn kém hoa don, bién ban nghiém thu hodc
chung tur lién quan.
The requester prepares a payment request with the invoice, acceptance record or other
supporting documents.

2. Ké toan kiém chimg tir: hoa don hop 18, s6 tién khop, tir 05 triéu dong da gdm thué thi
khong chi tién mit.
Accounting checks the documents: valid invoice, amount agrees; from VND 5 million
including tax, no cash payment.

3. Nguoi c6 tham quyén duyét chi va Ké toan trudng hodc ngudi duoc uy quyén ky
truéc khi chi; chit ky trén chtng tir chi tién ky theo timg lién (Luat Ké toan, Piéu 19
khoan 3).

The authorised approver and the Chief Accountant, or a delegate, sign before the payment,

and signatures on a payment document are made on each copy (Accounting Law, Article 19,
clause 3).
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4. Ké toan 1ap phiéu chi; tha quy chi tién, ngudi nhan ky nhan; tha quy ghi s6 quy.
Accounting raises the payment voucher; the cashier pays out, the recipient signs, and the
cashier writes up the cash book.

Ché d6 ké toan dat ba yéu cau cho tién mat: nhap, xuit quy phai co phiéu thu, phiéu chi
du chir ky; ké toan quy mé sb ghi lién tuc hing ngay va tinh ton quy tai moi thoi diém;
thu quy thuong xuyén kiém ké ton quy thuc té va dbi chiéu s6 quy vai s6 ké toan, chénh
léch thi ciing ké toan tim nguyén nhan (TT 99, TK 111 nguyén tic b, c, d).

The accounting regime sets three requirements for cash: every receipt and payment needs a
receipt or voucher bearing all required signatures; the cash book is written up continuously
each day and shows the balance at any moment, the cashier counts the actual cash regularly and

agrees the cash book to the ledger, finding the cause jointly with accounting when they differ
(Circular 99, account 111, principles (b), (c), (d)).

Chirng
(1) ¢
Voucher

Dién giai Thu Chi Tén

Description Receipts Payments Balance

S6 du dau thang

01/10 Opening balance

92.000.000
Thang 10 khong phat sinh thu, chi

tién mat: cac khoan tir 05 triéu

dong déu qua ngan hang

No cash receipts or payments in

October: every amount of VND 5

million or more goes through the bank

Cong phat sinh va sb du cudi thang
Total movements and closing balance

31/10 0 92.000.000

Thu, chi qua ngan hang — Receipts and payments through the bank

Tién vao tai khoan do khach chuyén; ké toan nhan giéy bao C6 hoic sao ké, ddi chiéu ndi
dung chuyén khoan voi héa don rdi ghi s6. Tién ra bang uy nhiém chi: mot nguoi lap,
ngudi khac duyét; ho so kém theo gébm hoa don, don hang, phiéu nhap va gidy dé nghi
thanh toan da ky. Mdi sang ké toan so s6 du so tai khoan 112 ngdy hém trude voi s6 phu
ngan hang.

Money in is by customer transfer, accounting takes the credit advice or statement, matches the
transfer narrative to the invoice and posts. Money out is by payment order: one person raises it
and another approves, the file holds the invoice, order, goods received note and the signed

payment request. Each morning accounting compares the previous day's balance on the 112
ledger with the bank statement.

Ngay | Dién giai Thu Chi S6 du

Date Description Receipts Payments Balance

S6 du dau thang
Opening balance

01/10 1.180.000.000
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Ngay | Dién giai Thu Chi S6 du
Date Description Receipts Payments Balance

Cuéc van chuyén BB40, Hung

0s/10 | Lhinh (gom thuc) 5.400.000 1.174.600.000
BB40 freight, Hung Thinh (tax
included)

12/10 Thanh D6 trd ng 460.000.000 1.634.600.000
Thanh Do settles

A | L LD ey 620.000.000  1.014.600.000
Payment to Tan Phong

1g/10 Thubdnle 511.920.000 1.526.520.000
Retail receipts

g | SHO0 liminst Gion el (Eem 1) 2.750.000 1.523.770.000
Internet and phone (tax included)

3110 A1 vay ngan hang 4.200.000 1.519.570.000

Bank loan interest

S6 du 1.519.570.000 dong 1a sd trude khi chi lvong thang 10 (muc 4.7).
The balance of 1,519,570,000 dong is before October's salaries are paid (section 4.7).

Dinh khoan / Journal entries
25/10 Ng¢ TK 642 — Chi phi quan ly doanh nghi¢p (cude Internet, dién thoai)... 2.500.000

No TK 1331 — Thué GTGT duoc khéu trir ciia hang hoa, dich Vil eueeeeeveeeees. 250.000

Co6 TK 112 — Tién giri Khong Ky han..........ocoveevveeeeveeeeeeeeeeenn. 2.750.000

31/10 N¢ TK 635 — Chi phi tai chinh (181 VaY) ceeceeerercsncssancssnessasssssessasssssssssssnses 4.200.000
Co6 TK 112 — Tién giri Khong Ky han..........oooveevveeeeeveeeeeieeeeenn. 4.200.000

Cudc vién thong chiu thué GTGT 10%, khong thudc dién giam 2%: 2.500.000 dong x
10% = 250.000 ddng. Lai vay: 700.000.000 déng x 7,2% + 12 = 4.200.000 dong.

Telecom services bear VAT at 10% and are outside the 2% reduction: 2,500,000 dong *x 10% =
250,000 dong. Loan interest: 700,000,000 dong x 7.2% ~+ 12 = 4,200,000 dong.

Doi chiéu so phu ngan hang — Reconciling to the bank statement

Chénh Iéch thwong
gap
Usual difference

Nguyén nhan

Cause

Ngan hang da tru phi, 1ai hodc da ghi

C6 tién khéch ma ké toan chua nhin

gidy béo Yéu cau gidy bao, ghi sd ngay
The bank has charged fees or interest, or ~ Obtain the advice and post at once

credited a customer, before accounting

S6 ké toan thip hon
s6 phu
Ledger below statement

receives the advice
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Chénh Iéch thwong

Nguyén nhan Xir ly

Cause Action

gap
Usual difference

Uy nhiém chi da 1ap, ghi s6 nhung Theo ddi dén ngay ngan hang xtr
ngan hang chua xu ly ly; lap bang chénh 1éch

A payment order is raised and posted but = Track until processed; keep a

SO k€ toan cao hon so
phu

Ledger above statement
. the bank has not processed it reconciling list

Hoéi kinh doanh va khach; chua

Y Ln N No6i dung chuyén khoan thiéu sb hoa O thi i C6 i tiét ch¢
Khodn tién khong ro 0 g chuy 1o thi tam ghi C6 131 chi tiét cho

, . don hodc tén khach cAn trix
khach nao . o -
) . . The narrative lacks an invoice number Ask sales and the customer; if
Unidentified receipt ‘
: or customer name unclear book to a suspense line
within 131 pending matching
Ghi sai s6 tién hodc Stra theo Luat Ké toan Diéu 27
ghi trung Nhép tay nham so (xem Chuong 3)
Wrong amount or Keying error Correct under Accounting Law,
duplicate Article 27 (see Chapter 3)

Kiém ké quy tién mit — Counting the cash

Kiém ké quy c6 Ké toan trudong hodc ngudi duge giao, thu quy va mot ngudi ching kién.
Thii quy dém tirng ménh gia, ghi vao bién ban kiém ké quy; ké toan so s dém duoc véi
sO du s6 qui va so ké toan tai thoi diém kiém ké. Chénh léch phai duge xac dinh nguyén

nhan va phan anh vao s trude khi 1ap bao cao tai chinh (Luat Ké toan, Piéu 40 khoan 3).

The cash count is attended by the Chief Accountant or a delegate, the cashier and a witness. The
cashier counts each denomination into the cash count record; accounting compares the count
with the cash book and ledger balance at the time of the count. A difference must have its cause
identified and be posted before the financial statements are prepared (Accounting Law, Article

40, clause 3).

VI DU/ EXAMPLE — Kiém ké quy dot xuét: s6 quy 61.200.000 dong, thi quy dém dugc
61.000.000 dong, thiéu 200.000 dong, chua rd nguyén nhan. Ghi Ng 1381, C6 111 200.000
ddng (TT 99, TK 138 phuong phéap 3.3 diém b). Diéu tra xong, néu thii quy ndp lai, ghi No
111, C6 1381; néu quyét dinh khong doi, ghi No 811, Co 1381,

A surprise cash count: the cash book shows 61,200,000 dong, the cashier counts 61,000,000, a
shortage of 200,000 dong with no known cause. Post Dr 1381, Cr 111 200,000 dong (Circular 99,
account 138, method 3.3(b)). After investigation, if the cashier repays, post Dr 111, Cr 1381; if the
decision is not to recover it, post Dr 811, Cr 1381.

Ba bwéc ciia vi du kiém ké quy / The three steps of the cash count example

a) No TK 1381 — Tai 541 thi6u ChO XU 1Y weveerereereesessessessensessessessessessessessesssense 200.000
CO TK 111 — TH80 Mt 200.000
b) N TK 111 — Ti8N ML euererrerrerrersersersersessersessessesassssessessessessessessessessessssessense 200.000
C6 TK 1381 — Tai san thiéu chd XU 1 .....oveveeeeeeeeeeeeeeeeeeenns 200.000
<) NQ TK 811 — Chi Phi KDAC.uuuuereersersessscrsersessesssessessesssssessessessessassssssessessassans 200.000
C6 TK 1381 — Tai san thiéu chd XU 1 .....oveveeeeeeeeeeeeeeeeeeenns 200.000

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin
Trang 111



Ké toan thyc hanh tr A dén Z / Practical Accounting from A to Z

LOI HAY GAP / COMMON MISTAKE — Chi tién mit cho héa don tir 05 triéu dong trd
1én. Hau qua: thué GTGT déu vao ctia héa don d6 khong duoc khau trir (ND 181/2025 Diéu
26, trong VBHN 18/2026) va ciing khong dugc tinh vao chi phi tinh thué TNDN (Luat Thué
GTGT Diéu 14 khoan 1 diém e). Cach tranh: ké toan chin ngay ¢ budc kiém chimg tir,
chuyén h so sang chi qua ngan hang.

Paying cash against an invoice of VND 5 million or more. Consequence: the input VAT on that
invoice is not deductible (Decree 181/2025, Article 26, as in VBHN 18/2026) and is also not an
allowable expense for corporate income tax (VAT Law, Article 14, clause 1(e)). Remedy: accounting
blocks it at the document check and routes the payment through the bank.

LOI HAY GAP / COMMON MISTAKE — Mt ngudi vira gitt quy vira ghi s6 ké toan tién,
hodc ky ca 1ap 1an duyét iy nhiém chi. Sai sét va gian 1an khong c6 nguoi thir hai phat hién;
Luat Ké toan Diéu 52 khoan 4 khong cho ngudi 1am ké toan dong thoi 1a thii quy. Cach tranh:
thii quy chi gii tién va s6 quy; ké toan 1ap, ké toan truong va giam doc duyét.

One person holding the cash and also keeping the cash ledger, or both raising and approving a
payment order. No second person is positioned to catch error or fraud, and Accounting Law Article
52 clause 4 bars an accountant from also being the cashier. Remedy: the cashier holds only the money
and the cash book, accounting prepares; the Chief Accountant and the Director approve.

GHI NHO / KEY POINT — MJi cudi ngay sé quy khdp ton quy dém duoc, sb tai khoan
112 khép s6 phu ngan hang. Chénh 1éch dé qua dém 1a chénh 1éch phai giai thich bang vin
ban.

At the close of each day the cash book agrees to the cash counted and the 112 ledger agrees to the
bank statement. A difference left overnight is a difference to be explained in writing.

4.5. Quan ly kho hang — 4.5. Warehouse management

Kho Hoang Lam do thu kho P4 Vin Hung giit, bdn ma hang. C6 hai bo sd chay song
song: thé kho cta thii kho ghi sb lwong; so chi tiét hang hoa cua ké toan ghi ca s6 luong
va gid tri, mo theo timg kho, timg loai, timg hang hoa (TT 99, TK 156 nguyén tic d). Thi
kho va ngudi 1am ké toan 1a hai ngudi khac nhau (Luat Ké toan, Diéu 52 khoan 4); dbi
chiéu hai bd s6 mdi tuan 1a kiém soat chinh cua kho.
The Hoang Lam warehouse is run by the storekeeper Do Van Hung, with four items. Two sets of
records run in parallel: the storekeeper's bin cards record quantity; accounting's inventory
subledger records quantity and value, kept by warehouse, by category and by item (Circular 99,
account 156, principle (d)). The storekeeper and the person keeping the accounts are different
people (Accounting Law, Article 52, clause 4); the weekly reconciliation of the two sets is the
warehouse's main control.

Tén 01/10 | Nhap Ton
. - 31/10
Opening Received '
Closing
SN18  Son noi that thung 18 lit thung 600 400 500 500
SNT1 s oA
2 Son ngoai that thung 18 lit thung 300 0 200 100
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Mi | Hang Tén 01/10 | Nhdp | Xut :10/'; )
Code | Item Opening Received | Issued :
Closing
BB40 BOt ba bao 40 kg bao 2.000 1.000 1.200 1.800
KG25 Keo dan gach bao 25 kg bao 1.500 0 800 700

Thé kho — The bin card

hu o .
Ngiy f "2 Dign giai Tén
Date . Description Balance
Document

Tén dau thang SN18
01/10 Opening SN18 600

Nhap ctia Tan Phong
02/10  PNOO1 Received from Tan Phong 400 1.000
08/10 px001  -\uatbdn Thanh D 500 500

Issued to Thanh Do

Thé kho ghi theo ngay chimg tir, mdi phiéu mot dong, sb ton tinh ngay sau mdi dong.
Cudi ngay thi kho ky xac nhan s ton; cudi thang ké toan ky xac nhan da ddi chiéu.

The bin card is written by document date, one line per voucher, with the balance computed after
each line. At the close of each day the storekeeper signs the balance; at month end accounting
signs to confirm the reconciliation.

Xuét kho — Issuing stock

1. Tha kho chi xut khi c6 don ban da duyét hoac 1énh Xuat ciia nguoi co tham quyén;
khong xuat theo 101 d& nghi miéng.
The storekeeper issues only against an approved sales order or an authorised issue
instruction, never on a verbal request.

2. Lap phiéu xuét kho nhiéu lién: ma hang, s6 luong, ngudi nhén, 1y do xut; ngudi nhan
va thu kho ky.
Raise a multi-copy issue note: item, quantity, recipient, reason, the recipient and
storekeeper sign.

3. Mot lién & lai thé kho, mét lién chuyén ké toan cung bién ban giao nhan trong ngay dé
lap hoa don va ghi s6.
One copy stays with the bin card; one goes to accounting the same day with the delivery
record, for invoicing and posting.

4. Ké toan d6i chiéu sd luong phiéu xuat v6i hoa don ban ra, ghi s6 chi tiét s6 luong; gia
tri ghi cudi thang sau khi tinh don gia binh quan.
Accounting agrees the quantity on the issue note to the sales invoice and posts the quantity
to the subledger, value is posted at month end once the average cost is computed.
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No TK 156 — Hang héa Cé
SDPK 1.839.000.00
0
(02/10) Nhap SN18 464.000.000 | (31/10) Gia vén Thanh D6 913.000.000
(05/10) Nhap BB40 214.000.000 | (31/10) Gia vén ban 1¢ 375.600.000
(05/10) Cude ché BB40 5.000.000
Céng PS 683.000.000 | Cong PS 1.288.600.00
0
SDCK 1.233.400.00
0

Tai khoan 156 ctia Hoang Lam tir 1.839.000.000 dong dau thang con 1.233.400.000 dong
cubi thang, bang cong gia tri ton bon ma hang: SN18 577.000.000, SNT18 168.000.000,
BB40 383.400.000, KG25 105.000.000.

Hoang Lam's account 156 moves from 1,839,000,000 dong at the start of the month to
1,233,400,000 dong at the end, equal to the sum of the four items: SN18 577,000,000, SNT18
168,000,000, BB40 383,400,000, KG25 105,000,000.

Doi chieu thi kho va ké toan — Reconciling storekeeper and accountant

Buéc | Viée Két qua
Step Task Result

Thii kho in hodc chép s6 t6n cudi tuan timg ma tir thé

kho
The storekeeper lists each item's closing balance from the
bin cards

K¢é toan ldy sb ton tirmg ma trén so chi tiét
Accounting takes each item's balance from the subledger

So ting ma; ma 1€ch thi lan lai phi€u nhap, xuat cua
tuan

Compare item by item, for a difference, retrace the week's
notes

Hai bén ky bang dbi chiéu; phiéu thiéu bd sung ngay
Both sign the reconciliation; missing notes are supplied at
once

Danh sach ton thuc té
List of balances held

Danh sach ton theo s6
List of balances per ledger

Danh sach ma Iéch va nguyén
nhan

Differences and causes

Bang doi chiéu c6 chir ky
Signed reconciliation

Kiém ké kho — Stock counts

Kiém ké 1a can, dong, do, dém s lugng, xac nhan chét lugng va gia tri tai san tai thoi
diém kiém ké rdi so voi sb lidu s6 ké toan. Bit budc kiém ké vao cudi ky ké toan nim va
khi don vi chia, tach, hop nhat, sap nhap, giai thé, chuyén d6i hoic xay ra hoa hoan, li
lut, thiét hai bat thuong (Luat Ké toan, Diéu 40 khoan 1, 2). Sau kiém keé phai 1ap bao cdo
tong hop két qua; chénh 1éch phai xac dinh nguyén nhan va phan anh vao so6 trudc khi lap
béo cao tai chinh (khoan 3). Ngoai ky bat budc, Hoang Lam kiém ké luan phién timg ma
mdi thang dé cudi nam khong phai dém mot 1an ca kho.
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A count means weighing, measuring and counting quantities and confirming the quality and

value of assets at the count date, then comparing with the accounting records. A count is
mandatory at the end of the annual accounting period and when the entity is divided, split,
merged, consolidated, dissolved or converted, or suffers fire, flood or other abnormal loss
(Accounting Law, Article 40, clauses 1 and 2). A summary report must follow; differences must
have their cause identified and be posted before the financial statements are prepared (clause 3).

Between mandatory dates Hoang Lam counts a rotating item each month so that the year-end

count is not a single pass over the whole warehouse.

Tinh hudng Ghi so Cin cir
Situation Entry Basis

TT 99, TK 138 phuong phap
3.3 diémb
Circ. 99, acc. 138, method 3.3(b)

Thiéu, chua rd nguyén
nhan

Shortage, cause unknown

Thiéu trong dinh mirc
hao hut

Shortage within the
allowed loss

Thiéu, c6 ngudi chiu boi
thuong
Shortage, someone liable

Thira, chua rd nguyén
nhan

Surplus, cause unknown

Thira, da r& do nham 1an
hodc quén ghi sd
Surplus, caused by error
or omission

No 1381, Co 156
Dr 1381, Cr156

No¢ 632, Co6 156
Dr 632, Cr156

No 1388 hodc 334 (phan bdi thuong),
No 632 (phan con lai), C6 156

Dr 1388 or 334 (compensation), Dr 632
(balance), Cr 156

No 156, C6 3381
Dr 156, Cr 3381

Ghi bd sung hodc dicu chinh s6 theo
nguyén nhan
Post or correct according to the cause

TT 99, TK 138 phuong phap
3.3 diém a
Circ. 99, acc. 138, method 3.3(a)

TT 99, TK 138 phuong phap
3.3 diéma
Circ. 99, acc. 138, method 3.3(a)

TT 99, TK 338 phuong phap
3.1 diém b
Circ. 99, acc. 338, method 3.1(b)

TT 99, TK 338 phuong phap
3.1 diém a
Circ. 99, acc. 338, method 3.1(a)

Vi DU/ EXAMPLE — Kiém ké ngay 30/11/2026. BB40: s6 ghi du, dém thira 3 bao, gia
213.000 ddng, tri gia 639.000 dong. KG25: dém thiéu 4 bao, gia 150.000 dong, tri gia
600.000 dong. Hai ma duogc xu 1y tiép: Tan Phong x4c nhén giao du 3 bao BB40 va Hoang
Lam dong y mua ndt; Giam ddc xac dinh thiéu 4 bao KG25 1a hao hut do rach bao trong dinh

muc.

Stock count on 30 November 2026. BB40: the ledger is complete but the count finds 3 bags more, at
213,000 dong, worth 639,000 dong. KG25: the count finds 4 bags fewer, at 150,000 dong, worth
600,000 dong. Both are then resolved: Tan Phong confirms it over-delivered 3 bags of BB40 and
Hoang Lam agrees to buy them; the Director concludes that the 4 bags of KG25 are within the
allowed loss through torn bags.

Tai liéu nay dugc bién soan boi ddi ngii ctia website: https://globalmarket.vin

Trang 115



Ké toan thyc hanh tir A dén Z / Practical Accounting from A to Z

Dinh khoan / Journal entries

1)  No TK 156 — Hing hoa (BB40 thira) ....ueeesesseessesssesssessesssessesssesssessesssssssssens 639.000
Co6 TK 3381 — Tai san thira chd iai quyét.........ooooeoveeveeveveeeeeeane. 639.000

2) No TK 3381 — Tai 5an thira Chd' glai qUYtacueseeseesessessessersersessessessessessesssense 639.000
No TK 1331 — Thué GTGT duoc khéu trir ciia hang hoa, dich Vil eueeeeeeeesensens 51.120

C6 TK 331 — Phai trd ngudi ban (Tan Phong).........ccccceevieeiiennnnn. 690.120

3)  No TK 1381 — Tai 541 thidu ChO XIT 1Y eveeerseseseeseessecssessessssssessesssessssssesssenses 600.000
C6 TK 156 — Hang hoa (KG25 thiéu) ..........cooccoovvveveeeeeeeeeeeernn. 600.000

4)  NQ TK 632 — Gid vON hANZ DAN currrerrrerrserreessnssesssessesssessssssesssssasssesssssssssenes 600.000
Co6 TK 1381 — Tai san thidu chd XU 1 ....voveeeeeeeeeeeeeeen. 600.000

LOI HAY GAP / COMMON MISTAKE — Xuét kho khong phiéu hoic 1ap phiéu bu sau
khi hang d3 di. Biéu hién: hoa don ban 1ap theo don nhung thé kho khong c¢6 phiéu xuat twong
tmg. Hau qua: ton trén s6 cao hon ton that, gia von thiéu, khi kiém ké méi phat hién thiéu
hang khong rd nguoi chiu trach nhiém. Cach tranh: thi kho tir chdi xuét khi chwa c¢6 1énh.
Issuing without a note, or raising the note after the goods have left. Signs: a sales invoice raised from
the order but no matching issue note on the bin card. Consequences: ledger stock above physical
stock, cost of sales understated, a shortage discovered only at the count with nobody accountable.
Remedy: the storekeeper refuses to issue until the instruction exists.

LOI HAY GAP / COMMON MISTAKE — Biéu chinh thing s6 ton trén sb cho khép s6
dém ma khong 1ap bién ban kiém ké. S6 ké toan khong co dau vét, ngudi kiém tra sau khong
biét vi sao s6 d6i. Moi chénh 1éch kiém ké phai qua bién ban, xac dinh nguyén nhan va ghi s6
theo bang trén (Luat K¢é toan, Diéu 40 khoan 3).

Overwriting the ledger quantity to match the count with no count report. The accounting record
leaves no trail and a later reviewer cannot tell why the number changed. Every count difference goes
through a report, a stated cause and an entry as in the table above (Accounting Law, Article 40,
clause 3).

GHI NHO / KEY POINT — Khéng phiéu khong xuat, khong phiéu khong nhap. Thé kho va
sO chi tiét 1éch nhau thi dimg lai tim phiéu thiéu trudc khi ghi tiép.

No voucher, no issue; no voucher, no receipt. If the bin card and the subledger differ, stop and find
the missing voucher before posting further.

4.6. Cong no phai thu, phai tra — 4.6. Receivables and payables

Cong no phai thu cua khach hang (TK 131) va phai tra nguoi ban (TK 331) duoc hach
toan chi tiét cho ting d6i twong, timg nodi dung, theo ddi ky han va ghi chép theo timg lan
thanh toan (TT 99, TK 131 nguyén tic b). SO du cubi thang 10/2026 ctia Hoang Lam:
phai thu 1.536.600.000 dong, gdbm Thanh D6 1.236.600.000 va Gia An 300.000.000; phai
tra Tan Phong 957.240.000 dong.

Receivables from customers (account 131) and payables to suppliers (account 331) are kept in
detail by counterparty and by nature, with maturity tracked and each settlement recorded
(Circular 99, account 131, principle (b)). Hoang Lam's balances at the end of October 2026:
receivables 1,536,600,000 dong, being Thanh Do 1,236,600,000 and Gia An 300,000,000,
payable to Tan Phong 957,240,000 dong.
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S6 chi tiét theo d6i twong — Subledgers by counterparty

Poi twong Du diu thang | Ting (No 131) Giam (C6 131)
Counterparty Opening Increase (Dr 131) Decrease (Cr 131)
Thanh D6 460.000.000 1.236.600.000 460.000.000

Gia An 300.000.000 0 0

?21;;5 760.000.000 1.236.600.000 460.000.000

Du cudi thiang
Closing

1.236.600.000
300.000.000

1.536.600.000

Téan Phong S6 tién Bén
Tan Phong Amount Side
Du dau thang 01/10 Co
Opening, 1 Oct 845.000.000 Cr
02/10 héa don SN18 Co
2 Oct, SNI8 invoice 501.120.000 Cr
05/10 héa don BB40 Co
5 Oct, BB40 invoice 231.120.000 Cr
15/10 tra bang chuyén khoan No
15 Oct, paid by transfer 620.000.000 Dr
Du cudi thang 31/10 Co
Closing, 31 Oct 957.240.000 Cr
Nog TK 331 — Phai tra cho ngudi ban Co
SDbK 845.000.000
(15/10) Tra Tan Phong 620.000.000 | (02/10) Hoéa don SN18 501.120.000
(05/10) Hoéa don BB40 231.120.000
Cong PS 620.000.000 | Cong PS 732.240.000
SDCK 957.240.000

Téng céac so chi tiét bang s du tai khoan tong hop trén so cai. Khi 1ap bao cdo tinh hinh
tai chinh, s6 du chi tiét theo ting ddi twong cua TK 131 dugc ghi vao ca hai chi tiéu bén
Tai san va bén Ngudn von, tiy du No hay du Co (TT 99, TK 131 phan két cau).

The subledgers add up to the control account in the general ledger. In the statement of financial

position, the balance of account 131 for each counterparty goes to the asset side or the funding
side according to whether it is a debit or a credit balance (Circular 99, account 131, structure).

Tudi ng — Ageing

Piéu khoan thanh toan ctia Hoang Lam véi khach va nha cung cap 1a 30 ngay ké tir ngay
héa don. Tudi no tinh dén ngay khoa s6 31/10/2026.
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Hoang Lam's payment terms with customers and suppliers are 30 days from the invoice date.
Ageing is computed to the closing date, 31/10/2026.

Poi tugng Héa don S6 tién Han Qua han / con
Counterparty Invoice Amount Due Overdue / left

Thanh D6 (phai thu) 7 ngay nira
Thanh Do (receivable) 08/10/2026  1.236.600.000 07/11/2026 7 days 10 go
Gia An (phai thu) 42 ngay
Gia An (receivable) 20/08/2026  300.000.000 19/09/2026 12 days
Tan Phong (phai tra) 16 ngay
Tan Phong (payable) 15/09/2026  225.000.000 15/10/2026 16 days
Tan Phong (phai tra) 1 ngay nira
Tan Phong (payable) 02/10/2026  501.120.000 01/11/2026 50 20
Tan Phong (phai tra) 4 ngay nira
Tan Phong (payable) 05/10/2026  231.120.000 04/11/2026 4 days 10 go

Khoan tra Tan Phong 620.000.000 déng ngay 15/10 trir vao hoa don cii nhat: héa don
28/08/2026 400.000.000 déng duoc thanh toan hét, hoa don 15/09/2026 445.000.000
d6ng con lai 225.000.000 dong.

The 620,000,000 dong paid to Tan Phong on 15 October is applied to the oldest invoices: the 28

August 2026 invoice of 400,000,000 dong is cleared and the 15 September 2026 invoice of
445,000,000 dong is left at 225,000,000 dong.

Nhém tudi no Phai thu Phai tra
Age band Receivable Payable

Chua dén han 1.236.600.000 732.240.000
Not yet due

Qué han 1 dén 30 ngay

1 to 30 days overdue 0 225.000.000
Qué han 31 dén 60 ngay

31 to 60 days overdue 300.000.000 0

Qua han trén 60 ngay 0 0

Over 60 days overdue

Cong 1.536.600.000 957.240.000
Total
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Nhic ng — Chasing payment

Cip | Khinao Hinh thirc Nguwoi lam
Level | When Form Owner

. . Thu dién tir hodc tin nhin kém ban sao héa
Trude han 3 ngay

1 , don Minh Thu
3 days before due . . L
Email or message with a copy of the invoice
i dién ch k; to4 1 khach. hoi N . .
, Goi d}lcn.g o ké toan cua khach, hoi ngay Minh Thu;, phong
buing han chuyén tien .
2 , kinh doanh
On the due date Phone the customer's accountant for the transfer
' Thu and Sales
date
ud han 1 dén 30 , e : 5
3 r? . Thu nhac kém bién ban doi chiéu cong ng Minh Thu, Hong
g8y Reminder with a balance-confirmation record Nhung

1 to 30 days overdue

Vin ban cta Giam ddc; tam dimg giao hang

mdi; xem xét 1ap du phong ng phai thu kho
Qua han trén 30 ngay  doi (TT 99, TK 131 nguyén tic d, TK 229)
Over 30 days overdue  Letter from the Director, suspend new deliveries,

consider an allowance for doubtful receivables
(Circ. 99, acc. 131 principle (d), acc. 229)

Pham Van Lam

Vi DU / EXAMPLE — Gia An con ng 300.000.000 déng cua hoa don 20/08/2026, han
19/09/2026, qué han 42 ngay tai 31/10/2026. Minh Thu goi cho ké toan Gia An, giri bién ban
dbi chiéu c6 s du 300.000.000 ddng, bao Hong Nhung va dé nghi Giam dbc chi nhan don
moi ciia Gia An khi di c6 lich thanh toan bang van ban. Khoan nay ¢ nhom qué han 31 dén
60 ngay; néu sang thang thir hai khong c6 thanh toan, Hong Nhung dwa vao danh sach xem
xét dy phong.

Gia An still owes 300,000,000 dong on the invoice of 20/08/2026, due 19/09/2026, 42 days overdue at
31/10/2026. Minh Thu phones Gia An's accountant, sends a confirmation record showing 300,000,000
dong, tells Hong Nhung, and asks the Director to accept new orders from Gia An only once a written
payment schedule exists. The balance sits in the 31 to 60 days band; if no payment arrives in the
second month, Hong Nhung puts it on the list for an allowance review.

Bién ban d6i chiéu cong ng' — Balance-confirmation record

Bién ban ddi chiéu gom tén hai bén, thoi diém chét s lidu, s6 du dau ky, phat sinh tang,
phat sinh giam va sé du cubi ky theo timg hoa don, ndi dung chuyén khoan; nguoi dai
dién hoic ké toan truong hai bén ky. Bén nhan ky xic nhan hodc ghi rd sé khac kém 1y
do, gui lai trong thoi han hai bén thda thuan.

The confirmation record names both parties and the cut-off date and sets out the opening
balance, increases, decreases and closing balance invoice by invoice, with the transfer
narratives, each side's representative or chief accountant signs. The recipient signs to confirm

or states the different figure with the reason, and returns it within the time the parties have
agreed.
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Khodn muc S6 tién (dong)
Item Amount (dong)

S6 du phai thu cia Thanh D6 tai 01/10/2026

Thanh Do's balance at 1 October 2026 460.000.000

Tang: hoa don 08/10/2026 (dd gdm thué GTGT 8%)

1.236. .
Increase: invoice of 8 October 2026 (VAT at 8% included) 36.600.000

Giam: thanh toan chuyén khoan 12/10/2026

Decrease: bank transfer of 12 October 2026 460.000.000

S6 du tai 31/10/2026

Balance at 31 October 2026 1255600000

Thanh toan bu trir gitta hang mua vao va hang ban ra phai dugc quy dinh trong hop dong
va ¢ bién ban dbi chiéu, xac nhan cua hai bén; bu trir qua bén thu ba can bién ban ba bén
(NP 181/2025 Piéu 26 khoan 2 diém a, trong VBHN 18/2026). Bu trir khong bién ban
thi thué GTGT déau vao cta phan hang mua d6 khong du diéu kién khau trir.

Set-off between purchases and sales must be provided for in the contract and supported by a
reconciliation record confirmed by both parties; set-off through a third party requires a three-
party record (Decree 181/2025, Article 26, clause 2(a), as in VBHN 18/2026). Without the
record, the input VAT on the goods bought does not meet the deduction conditions.

LOI HAY GAP / COMMON MISTAKE — Khéng d6i chiéu cong no dinh ky. Biéu hién:
s6 du trén s6 khac s6 khach xac nhan, mdi bén giit mot con sd. Hau qua: tranh chap khi doi
ng, khong co cin ctr ngay ca voi sé dang. Cach tranh: giri bién ban cudi thang cho khach 16n,
cubi quy cho khach con lai; Ivu ban c6 chit ky.

No regular balance confirmation. Signs: the ledger balance differs from the customer's confirmed
figure and each side holds a different number. Consequences: a dispute when chasing the debt, with
no support even for the correct figure. Remedy: send records at month end to large customers, at
quarter end to the rest, and file the signed copies.

LOI HAY GAP / COMMON MISTAKE — Cén tién khach chuyén vao sai héa don hodc
ghi gop cong ng nhiéu hoa don thanh mot dong. Biéu hién: hoa don cii van treo trong khi hoa
don méi dugc ghi da thanh toan. Hau qua: tudi no sai, nhic nhAm khach da tra. Cach tranh:
doc ndi dung chuyén khoan, hoi khach khi thiéu s6 héa don, can theo thir ty héa don cii nhat
khi hop dong khong quy dinh khac.

Matching a customer's payment to the wrong invoice, or lumping several invoices into one line. Signs:
an old invoice stays open while a newer one is shown as paid. Consequences: wrong ageing, chasing
a customer who has paid. Remedy: read the transfer narrative, ask the customer when the invoice
number is missing, and match oldest first unless the contract says otherwise.

GHI NHO / KEY POINT — M&i sb du cong no phai truy duoc toi timng hoa don va timg 1an
thanh toan. Khach khong xac nhan thi s6 du d6 chua phai 1a s6 chic chan.

Every receivable or payable balance must trace to individual invoices and individual settlements. A
balance the counterparty has not confirmed is not yet a settled figure.
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4.7. Tién Iwong va cac khoan trich theo lwong — 4.7. Payroll and payroll-related

contributions

Bang luong thang 10/2026 cua Hoang Lam c¢6 12 ngudi va quy lwong 211.000.000 dong:
110.000.000 déng thudc bd phan ban hang (TK 641) va 101.000.000 d@)ng thudc bd phan
quan 1y (TK 642). Vii Quang Huy 1ap bang, Pang Thi Hong Nhung kiém, giam d6c Pham
Vin Lam ky duyét. Minh Thu khong 1ap luong, nhung nhan bang cham cong cta kho dé
d6i chiéu ngay cong cua thu kho P Vin Hung véi phiéu nhap — xuat trude khi bang
lwong chot.

Hoang Lam's payroll for October 2026 covers 12 people and a payroll cost of VND
211,000,000: VND 110,000,000 belongs to the sales function (account 641) and VND
101,000,000 to administration (account 642). Vii Quang Huy prepares the payroll, Pang Thi
Hong Nhung reviews it and the director, Pham Van Lam, signs it off. Minh Thu does not prepare
payroll, but she receives the warehouse timesheet so that the storekeeper's days worked can be
matched to goods receipt and issue notes before the payroll is closed.

Quy trinh lap bang hrong hing thang — Monthly payroll procedure

1. Ngay 1am viéc cudi cing cta thang, truong bd phan ndp bang chidm cong co chir ky
(kinh doanh: Tran Dtrc Toan; kho: P Vian Hung). Ké toan ddi chiéu s6 ngay cong,
ngay nghi phép, nghi 6m véi don xin nghi da duyét.

On the last working day of the month each head of department submits a signed timesheet
(sales: Trdan Pirc Toan; warehouse: P6 Vin Hing). The accountant matches days worked,
annual leave and sick leave to approved leave requests.

2. P6i chiéu muc lwong véi hop dong lao dong va phu luc. Moi thay doi trong thang
(tang lwong, thoi viéc, thém ngudi phy thudc) phai cé quyét dinh hodc ban dang ky
kém ngay hiéu luc; khong c6 gidy thi khong ddi sb.

Check each salary against the employment contract and its addenda. Any change during the

month (a pay rise, a leaver, a new dependant) needs a decision or registration form showing
the effective date; without paper, the figure does not change.

3. Lap bang thanh toan tién luong: lwong, cac khoan cong, cac khoan trir, thyuc linh, cot
ky nhan hoic ghi 1 s6 tai khoan ngan hang. Hoang Lam tra lwong qua tai khoan ca
nhan, nén bang c6 s6 tai khoan cua ting ngudi.

Prepare the payroll payment sheet: salary, additions, deductions, net pay and either a
signature column or the bank account number. Hoang Lam pays through personal bank
accounts, so the sheet shows each person's account number.

4. Tinh khoan ngudi lao dong déng: 10,5% trén tién lwong 1am can ctr déng BHXH.
Luong hop ddng cua ca 12 ngudi & Hoang Lam déu 1a lwong dong bao hiém, nén
10,5% tinh trén toan bd luwong.

Calculate the employee contributions: 10.5% of the salary on which social insurance is paid.
All 12 salaries at Hoang Lam are insurable salaries, so 10.5% applies to the whole amount.

5. Tinh thu nhép tinh thué = lvong — khoan bao hiém da trir — 15.500.000 déng giam trir
ban than — 6.200.000 dong x s6 ngudi phu thudc da ding ky; tra biéu 5 bac dé tinh
thué TNCN khéu trir,

Taxable income = salary — insurance deducted — VND 15,500,000 personal allowance —
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VND 6,200,000 % registered dependants, apply the five-band scale to find the personal
income tax to withhold.

6. Ké toan truong kiém, giam doc duyét. Luong tra vao ngdy cb dinh hang thang
(05/11/2026 cho ky thang 10), qua tai khoan ngan hang ctia nguoi lao dong.
The chief accountant reviews and the director approves. Salaries are paid on a fixed day
each month (05/11/2026 for October) into the employee's bank account.

7. Ghi s6 ba nhom bt toan (quy lwong, khoan trich, khoan khiu trir), in bang luong,
dong cung bang chim coéng va ban duyét thanh mot tap luu theo thang.
Post three groups of entries (payroll cost, employer contributions, deductions), print the
payroll and file it with the timesheets and the approval as one monthly bundle.
Bo luat Lao dong yéu cau nguoi sir dung lao dong tra luong truc tiép, ddy du, dung han
(Piéu 94 k1); luong dugc tra bang tién mit hodc qua tai khoan ngan hang, phi mo tai
khoan va chuyén lwong do doanh nghiép chiu (Piéu 96 k2); ngudi hudng luong thang
duoc tra mot thang mot lan hodc nira thang mot lan, thoi diém do hai bén thoa thuin va
an dinh theo chu ky (Piéu 97 k2).
The Labour Code requires the employer to pay wages directly, in full and on time (Article
94(1)),; wages are paid in cash or through a bank account, and the employer bears the account-

opening and transfer fees (Article 96(2)); monthly-paid staff are paid once a month or twice a
month, on a date agreed by both sides and fixed on a regular cycle (Article 97(2)).

Bude Viée Ngudi lam Piu ra Sai hay gap
Step Task Owner Output Common slip

Nhan bang chdm Vil Quang Béang cham cong ¢4  Nhén ban chua ky,

cong Huy chir ky ngay cong sua tay
Dbi chiéu h .
) d E;)ri ¢ liu étocgnh Vi Quang Danh sach mitrc Quén quyéet dinh tang
luongé R Huy lwong hién hanh lwong gitra thang
3 Lz}’p bang thanh Vil Quang Bang Iwong 12 nguoi T‘hiéu l’lg‘l.l’(‘)’i~m(')’i 7\/2‘10,
toan luong Huy con nguoi da nghi
Tinh 10.5% ba - v . A -
4 .1; 0,5% bao Vi Quang Ct bao hiém NLD Tinh 'iren luong da trur
hiém Huy phu cap
‘ U L Tru o1 0
5 Tinh thu TNCN 0 Q%8 st 0 khdu trr rir nguoi phy thuoe
Huy chua dang ky
6 Kiém, duyét, tra Nhung, Pham Uy nhiém chi, bang Chuyén tién trude khi
luong Vian Lam luvong da duyét c6 chir ky duyét
7 N Bit tod o e
7 Ghi s, luu tap Vi Quang ut toan 334, 338, Ghi chi phi vao sai bo

Huy 3335 phan 641, 642
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Ty 1€ trich theo lwong nam 2026 — Contribution rates in 2026

Doanh Negwoi lao
g Can cw

Legal basis

nghié¢p dong
Employer Employee

Luéat BHXH 41/2024 Piéu 34 k1 b,

BHXH: huu tri — ti tué 149 0 ;
uu tri — tir tuat % &% Didu 33 k1 a
BHXH: 6m dau — thai san 3% 0 Luat BHXH 41/2024 Piéu 34kl a
. R ND 158/2025/ND-CP, sira khoan 1
E;ff' ﬁg‘fa;éao dong = 5, 0 Didu 4 ND 58/2020: mire binh
It DETle ngtiep thuong 0,5%
ND 188/2025/ND-CP: 4,5%, doanh
BHYT 3% 1,5% =
° =0 nghiép 2/3, nguoi lao dong 1/3
Luat Viéc 1am 74/2025 Diéu 33; ND
BH 10 10 AT ’
™ o o 374/2025 Didu 4
Luat C6 3 2024 Diéu 29 k1
Kinh phi cong doan 20 0 buat Cong doan 50/20 i€u 29
Doanh nghiép: 14 +3+05+3+1+
Cong 23,5% 10,5% oM DETIEP ’

2; nguoi lao dong: 8 + 1,5+ 1

Tran tién luong déng BHXH bat budc 1a 20 1an mirc tham chiéu (Luat BHXH 41/2024
Piéu 31 k1 &). Khi chua bai bo lwong co sd, mic tham chiéu bang luong co sé (NP
158/2025 Piéu 5 k2), tirc 2.530.000 ddng tir 01/7/2026 (NP 161/2026 Piéu 3 k2). Tran 1a
50.600.000 déng; mirc luong cao nhat & Hoang Lam 14 45.000.000 dong, thap hon tran
nén dong trén toan bd lwong. Mirc 0,3% cho khoan tai nan lao dong chi danh cho doanh
nghiép dép ung diéu kién cua nghi dinh; Hoang Lam ap dung muc 0,5%.

The ceiling on salary subject to compulsory social insurance is 20 times the reference level (Law
on Social Insurance 41/2024, Article 31(1)(d)). While the base salary for public-sector pay
remains in force, the reference level equals it (Decree 158/2025, Article 5(2)), that is VND
2,530,000 from 1 July 2026 (Decree 161/2026, Article 3(2)). The ceiling is VND 50,600,000, the
highest salary at Hoang Lam is VND 45,000,000, below the ceiling, so contributions are
calculated on the full salary. The 0.3% rate for the work-accident fund applies only to employers
that meet the decree's conditions; Hoang Lam applies 0.5%.

Bang thanh toan tién lwong thang 10/2026 — Payroll for October 2026

Ho tén Luwong BH N At nh Thuwe linh
Name Salary 5 s Net pay
' Y Insur. Taxable Ay
45. . 12. .
Pham Van Lam 642 05 000.00 2 4.725.000 0 375.00 737.500 39.537.500
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A BH TN tinh .
Ho tén TK | Lvong 10,5% | thué Thyc linh
Name Salary Net pay
Insur. Taxable
Dang Thi Hong () 25.000.00 5 5000 675.000  33.750  22.341.250
Nhung 0
14.000.
ViQuangHuy 642 000.00 | 470000 o0 0 12.530.000
I;ﬁyen Minh 9000000 0 945.000 0 0 8.055.000
Lé Thi Mai 642 8.000.000 1  840.000 0 0 7.160.000
Trin Dirc Toan | 641 30'000‘00 2 3.150.000 0 0 26.850.000
Hoang Thu a1 1800000 600,000 610.000 30500  16.079.500
Trang 0
Bui Van Khénh | 641 (1)6'000‘00 | 1.680.000 0 0 14.320.000
14.000.
NgoThilan 641 000.00 | 470000 0 0 12.530.000
P Vin Hing 641 (1)1'000‘00 | 1.155.000 0 0 9.845.000
Ly Vin Son 641 (1)2'000‘00 2 1260000 0 0 10.740.000
Mai Xuan Phiic 641  9.000.000 0 945000 0 0 8.055.000
Cong 12 ngusi 5(1) 10000 o 52.155.00 (1)3.660.00 coL75 18804325

Ba ngudi c6 thué khau trir: Pham Vin Lam 737.500 dong, Pang Thi Hong Nhung 33.750
ddng, Hoang Thu Trang 30.500 dong; tong 801.750 dong. Chin ngudi con lai c6 thu nhap
tinh thué bang 0 sau khi trir bao hiém va giam trir gia canh.

Three people have tax withheld: Pham Van Lam VND 737,500, Pang Thi Hong Nhung VND

33,750 and Hoang Thu Trang VND 30,500, VND 801,750 in total. The other nine have zero
taxable income after insurance and family allowances.

Vi DU/ EXAMPLE — Pham Vin Lam (lwong 45.000.000 dong, 2 ngudi phu thudc): bao
hiém 10,5% = 4.725.000; thu nhép tinh thué = 45.000.000 — 4.725.000 — 15.500.000 — 2 x
6.200.000 = 12.375.000. Thué: 10.000.000 x 5% = 500.000; phan con lai 2.375.000 x 10% =
237.500; cong 737.500 dong. Hoang Thu Trang (lwong 18.000.000 dong, khong c6 ngudi
phu thudc): 18.000.000 — 1.890.000 — 15.500.000 = 610.000; thué 5% = 30.500 dong. Biéu 5
béc theo thang: dén 10 triéu 5%, trén 10 dén 30 triéu 10%, trén 30 dén 60 triéu 20%, trén 60
dén 100 triéu 30%, trén 100 triéu 35% (Luat TNCN VBHN 112/2026 Diéu 9).
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Pham Vin Lam (salary VND 45,000,000, 2 dependants): insurance at 10.5% = 4,725,000; taxable
income = 45,000,000 — 4,725,000 — 15,500,000 — 2 x 6,200,000 = 12,375,000. Tax: 10,000,000
5% = 500,000; the remaining 2,375,000 x 10% = 237,500, total VND 737,500. Hoang Thu Trang
(salary VND 18,000,000, no dependants): 18,000,000 — 1,890,000 — 15,500,000 = 610,000, tax at
5% = VND 30,500. Monthly bands. up to 10 million 5%, over 10 up to 30 million 10%, over 30 up to
60 million 20%, over 60 up to 100 million 30%, over 100 million 35% (Law on Personal Income Tax,
consolidated text 112/2026, Article 9).

Pinh khoan tién lwong thang 10/2026 — Payroll entries for October 2026

Dinh khoan / Journal entries

KT1 Ng TK 641 — Chi phi ban NANG ..eeueeeseeseessessessessssssessesssessssssesssssssssenses 110.000.000
Ng TK 642 — Chi phi quan 1y doanh nghi€p...c.ceeveecsurcssarcsnrcssercsanesannens 101.000.000

C6 TK 334 — Phai trd ngudi 1ao dong..........ccoccveevveeiieniiennenne. 211.000.000

KT2 N@ TK 641 — Chi phi bAn hang....cceeeeseesserssnecsserssnncsssnsssnsssssssssessssssssssens 25.850.000
Nog TK 642 — Chi phi quan 1y doanh nghi€p..c..cceceeeseessercsressnrssnnesnseanes 23.735.000

C6 TK 3382 — Kinh phi cOng doan............cceeeeeiienieniiieniieenenne, 4.220.000

C6 TK 3383 — B0 him Xa hOi.......o.covovveiveeeeeeeeeeeeeeeeee, 36.925.000

C6 TK 3384 — B0 hidm ¥ t€.......oeoeeeeeeeeeeeeeeeeeeeeeean. 6.330.000

C6 TK 3386 — Bao hiém that nghip..........ccoveevveveereeeeeereeeeenn. 2.110.000

KT3 Ng TK 334 — Phai trd ngu0i 1a0 A0NG...cceeeeseressercsniessunssnnssssssssesassssssens 22.155.000
C6 TK 3383 — B0 hiém Xa hOi........covevvoreeeeieeeeseereeees, 16.880.000

C6 TK 3384 — B0 hidm ¥ t€ ..., 3.165.000

C6 TK 3386 — Bao hiém that nghip..........cooveevveveeeeeeeeeeeeeeenn. 2.110.000

KT4 Ng TK 334 — Phai trd nguoi 1a0 ONG...ceeceesercsecssercssncssnsssnncsssssssesasssssssanss 801.750
C6 TK 3335 — Thué thu nhap cA nhan...........o.cceevveeeeeeeeeeeeeeane. 801.750

KT5 Ng TK 334 — Phai trd nguoi 1a0 dONg...ceeeeesercsnecssercsaressansssnssnssssnsssnnens 188.043.250
Co6 TK 112 — Tién giri khong ky han..........o.ooeeveeeeeveeeeeeane. 188.043.250

KTI ghi nhan quy luong cudi thang 10. KT2 1a phan doanh nghiép chiu (49.585.000
dong, 23,5% quy lwong), ghi vao chi phi ciing bo phan véi lwong. KT3 va KT4 trir vao
lwong ciia nguoi lao dong. KT5 1a chi tra ngay 05/11/2026, nén cudi thang 10 TK 334
con du C6 188.043.250 dong.

Entry KTI records the payroll cost at the end of October. K12 is the employer's share (VND
49,585,000, 23.5% of payroll cost), charged to the same function as the salary. KT3 and KT4 are
deducted from the employees' pay. KT5 is the payment on 05/11/2026, so at the end of October
account 334 still carries a credit balance of VND 188,043,250.

No TK 334 — Phai tra nguoi lao dong Co

Dr Account 334 — Payables to employees Cr

(KT3) BH khéu trir 22.155.000 | (KT1) Quy luong 211.000.000

(KT4) TNCN khau trir 801.750

Cong PS 22.956.750 | Cong PS 211.000.000
SDCK 188.043.250
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Nguoi lao dong (12 nguoi)
188.043.250

Co quan BHXH: BHXH, BHYT, BHTN
67.520.000

Hoang Lam chi cho lwong
thang 10/2026
260.585.000
=211.000.000 + 49.585.000

Cong doan: KPCP 2%
4.220.000

Co quan thué: TNCN khéu trir
801.750

Hinh 4.3. Tién Hoang Lam chi cho luong thang 10/2026 di dén nhimg ai
Figure 4.3. Who receives the money Hoang Lam spends on October 2026 payroll

NoOp bao hiém, kinh phi cong doan va khai thué TNCN — Paying insurance and union
fees, and filing personal income tax

Khoan S6 tién Nop cho Thoi han
Item Amount Paid to Deadline

Ngay cudi ciing cua thang tiép theo véi

BHXH (TK 3383)  53.805.000 ggiﬁn phuong thitc dong hing thang (Luat
BHXH Diéu 34 k4 a)

BHYT (TK 3384)  9.495.000 ggiﬁn Nop cung hd so déng bao hidm thang

BHTN (TK 3386)  4.220.000 ggiﬁn Nop ciing hd so déng bao hiém thing

?(izil E%i{c?;ggz) 4.220.000 Cong doan Theo huéng din ciia cong doan cip trén

g;sé)TNCN (IK 801.750 Co quan thué ?iagg}ezaiué&}gggﬁgizEﬁ&géﬁﬁf oti?;lg

TT 89/2026 Diéu 22 k1 a)

Mdi khoan BH ndp gdm ca phan cua doanh nghiép va phan trir vao luong: BHXH
53.805.000 = 36.925.000 + 16.880.000. Téng ndp co quan BHXH 67.520.000 dé)ng. To
khai thué TNCN cua to chire tra luong 13 mau 05/KK-TNCN theo quy, quyét toan nim la
mau 05/QTT-TNCN (TT 89/2026, Phu luc I). Tién thué ndp cham nhét vao ngay cubi
cung cta thoi han ndp ho so khai (Luat Quan 1y thué 108/2025 Diéu 14 k1 a).

Each insurance payment combines the employer's share and the amount deducted from pay:
social insurance 53,805,000 = 36,925,000 + 16,880,000. The total paid to the social insurance

agency is VND 67,520,000. The personal income tax return of a payer of salaries is form 05/KK-
TNCN each quarter, and the annual finalisation is form 05/QTT-TNCN (Circular 89/2026,
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Appendix I). The tax is due on the last day of the filing deadline (Law on Tax Administration
108/2025, Article 14(1)(a)).

Bon 1an d6i chiéu truéc khi chuyén lwong — Four checks before the salary transfer

Voi

Against

Chénh léch hay gap
Typical difference

D6i chiéu
Check

S6 nguoi trén bang
luong

Téng thyc linh
188.043.250

Bao hiém
67.520.000 nop co
quan BHXH

Chi phi luvong 641
110.000.000, 642
101.000.000

Danh sach hop dong
dang hiéu luc, ho so
BHXH

Tong tién trén ty
nhiém chi hodac file

chuyén luong

Thong bao dong bao
hiém thang cia co
quan BHXH

Cot bd phan trén bang
luong

Ngudi méi chua vao
bang, nguoi nghi van
con tén

Sai s6 tai khoan, so 1&

lam tron

Muc luvong dong khac
bang luong

Ngudi chuyén phong
gifra thang

Xir ly
Action

Hoi hanh chinh
nhan sy, cap nhat
trude khi chdt

Lap lai file tir bang
luong, khong sua
tay trén ngan hang
Déi chiéu timg
nguoi, bao bd phan
nhan sy diéu chinh
muc dong

Ghi theo quyét dinh
diéu chuyén, ngay
hiéu luc

Lam thém gio, nglrng viéc, tra lwong chAm — Overtime, work stoppage, late payment

Tinh hudng Quy dinh Cin cir
Situation Rule Basis

Lam thém gio ngay
thuong

Lam thém gio ngay nghi

hang tuan

Lam thém gid ngay 1€,

tét, nghi c6 huong luong

Lam viéc ban dém

Ngtmg viéc do 16i clia

nguoi st dung lao dong

Tra luong chdm do bét

kha khang

it nhét 150% don gia hodc tién luong thyc tra

[t nhat 200%

it nhat 300%, chua ké tién luvong ngay 18, tét véi
nguoi hudng luvong ngay

Tra thém it nhat 30% tién lwong cua ngay lam
viéc binh thuong; 1am thém gid ban dém tra

thém 20% nira

Tra du tién luong theo hop dong

Khong cham qué 30 ngay; cham tir 15 ngay tro
1én phai dén bu t6i thiéu bang 1ai tién giri ky han

01 thang

BLLD Diéu 98
kl a

BLLD Diéu 98
klb

BLLD Diéu 98
klc

BLLD Diéu 98
k2, k3

BLLD Diéu 99
k1

BLLD Diéu 97
k4
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Cot phy cép, 1am thém gio ctia bang luong phai tach riéng véi luong co ban dé b phan
nhan su xac nhan; ké toan khong tu quyét dinh ty 18 1am thém gio, chi ap theo bang gio
lam thém d3 duoc truong bd phan va giam doc ky.

The allowance and overtime columns of the payroll are kept separate from basic salary so

human resources can confirm them; the accountant does not decide overtime rates but applies
the overtime sheet signed by the head of department and the director.

LOI HAY GAP / COMMON MISTAKE — Trir giam trir ngudi phu thudc cho ngudi chua
dang ky, hodc quén cap nhat khi nguoi phy thudc hét diéu kién. Thué khau trir thiéu thi doanh
nghiép, véi tu cach nguoi khiu trir, bi truy thu va xir phat. Mdi quy, dbi chiéu danh sach
ngudi phu thude v6i ho so ding ky va gidy to chirg minh trudce khi chdt to khai 05/KK-
TNCN.

Applying a dependant allowance for someone who is not registered, or failing to update it when a
dependant stops qualifying. If too little tax is withheld, the company, as withholding agent, is assessed

and penalised. Each quarter, match the list of dependants to the registration file and supporting
papers before finalising form 05/KK-TNCN.

GHI NHO / KEY POINT — Bang luong c6 ba nhom s6 phai khdp nhau: quy luong = thuc
linh + bao hiém trir vao luong + thué TNCN khéu trir (211.000.000 = 188.043.250 +
22.155.000 + 801.750). S6 trich ciia doanh nghiép khong nam trong bang thuc linh nhung
nam trong chi phi.

Three groups of figures in the payroll must agree: payroll cost = net pay + insurance deducted from
pay + personal income tax withheld (211,000,000 = 188,043,250 + 22,155,000 + 801,750). The
employer's contributions are not in net pay but are in expenses.

4.8. Khau hao TSCP va phan bo chi phi ch¢ phan bd — 4.8. Depreciation and

amortisation of prepayments

Tai san c¢6 dinh (TSCD) phai thoa dong thoi ba tiéu chuan: chic chan thu dugc loi ich
kinh té trong tuong lai, thoi gian sir dung trén 1 nim, nguyén gia xac dinh tin cdy va co
gia tri tr 30.000.000 dong trd 1én (TT 45/2013/TT-BTC Piéu 3 kl). Bo ban ghé
18.000.000 ddng thiéu tiéu chuan gia tri, nén 1a cong cu, dung cu (TK 153) va phéan bd
qua TK 242, khong khau hao.

A fixed asset must meet three tests at once: future economic benefit is probable, useful life
exceeds one year, and cost can be measured reliably at VND 30,000,000 or more (Circular
45/2013/TT-BTC, Article 3(1)). A set of office furniture costing VND 18,000,000 fails the value
test, so it is a tool or supply (account 153) written off through account 242, not depreciated.

Khoidn mua Gia tri Xép loai Hach toan
Purchase Value Treatment Accounting

o 1.140.000.00 . No 211; khau hao hang
Xe tai giao hang 0 TSCD hiru hinh thang vao 641

No 153 khi nhap; phan
b6 qua 242 néu ding
nhiéu ky

Cong cu, dung cu (dudi

My vi tinh dé ban ~ 18.000. ;
dy vi tinh dé ban 8.000.000 30.000.000 déng)
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Khodn mua Gia tri Xép loai Hach toan
Purchase Value Treatment Accounting

TSCD hitu hinh néu théaba  No 211 néu x4c dinh
tiéu chuan dugc nguyén gia tin cdy

Hé¢ thong ké kho 48.000.000

Stra Chﬁ’:cl xe nho 6.500.000 Chi phi k nay No 64}1; lflrléng tinh vao
trong thang nguyeén gia

Thong tu 45/2013 tiép tuc c6 hiéu lyc theo Quyét dinh 1760/QD-BTC ngay 01/7/2026
cua BO Tai chinh, &p dung khong qua ngay 31/12/2026. Tt 01/01/2027, doc lai van ban
méi trude khi 1ap bang khau hao ndm 2027; sach ndy chua thay van ban thay thé.

Circular 45/2013 stays in force under Decision 1760/QD-BTC of 1 July 2026 of the Ministry of
Finance, applicable for no longer than 31 December 2026. From 1 January 2027, read any new
document before preparing the 2027 depreciation schedule; no replacement has been found for
this book.

Phuong phap va thoi gian khdu hao — Methods and useful lives

Doanh nghiép chon mot trong ba phuong phap: dudng thiang, s6 du giam dan c6 diéu
chinh, theo san lugng (Piéu 13 k1). Hoang Lam dung duong thang: muc khau hao nam =
nguyén gia + thoi gian trich khau hao, murc thang = mirc nim + 12. Viéc trich hodc théi
trich khau hao bt dau tir ngdy (theo sd ngdy ctia thang) ma TSCP ting hoic giam (Piéu
9 k9); phan mém ké toan thudng cho chon trich tron thang hodc theo ngdy, céng ty chon
mot cach va gilt nhat quéan.

A company chooses one of three methods: straight line, adjusted declining balance, or units of
production (Article 13(1)). Hoang Ldm uses straight line: annual depreciation = cost +
depreciation period, monthly depreciation = annual +~ 12. Depreciation starts or stops from the
day (by day of the month) on which the asset is added or removed (Article 9(9)); accounting
software usually lets the company choose whole months or days, and the company picks one and
applies it consistently.

Téi thiéu

Nhém tai san 9 Téi da (nim)

Asset grou, G Max (years)
el Min (years) -

D1. Phuong ti¢n van tai duong bo 6 10

E2. May mac, thiét bi thong tin, dién tu, phﬁn mém tin 3 2

hoc phuc vu quan ly

B16. May moc, thiét bi vién thong, thong tin, dién tu, 3 15

tin hoc va truyén hinh

G1. Nha ctra loai kién cb 25 50

K. TSCD v6 hinh khac 2 20

Nguén: TT 45/2013, Phu lyc I (VBHN 19/2017/BTC), trich cac nhom Hoang Lam gap.
Xe tai giao hang 10 nam nam trong khung 610 niam ctia nhém D1,
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Source: Circular 45/2013, Appendix I (consolidated text 19/2017/BTC), the groups Hoang Lam
meets. The delivery truck at 10 years lies within the 6 to 10 year range of group D].

Khéu hao thang 10/2026 ctia Hoang LAm — Hoang Lam's October 2026 depreciation

Tai san Nguyén gia Khéu hao thing | Ghi vao
Asset Cost Monthly charge Charged to
TK 641 — b3
Xe tai giao hang 1.140.000.000  10nam  9.500.000 hing an
, TK 642 — qué
Ké kho, thiét bi quan Iy 480.000.000  8nim  5.000.000 - quan

Cong 1.620.000.000 14.500.000

VI DU / EXAMPLE — Tinh nhanh khiu hao xe tai: nguyén gia 1.140.000.000 dong, thoi
gian 10 nam. Mirc nam = 1.140.000.000 + 10 = 114.000.000 dong; mirc thang = 114.000.000
+ 12 =9.500.000 dong. Kiém bing cach nhan nguoc: 9.500.000 x 120 thang = 1.140.000.000
dong. Ké kho, thiét bi: 480.000.000 + 8 + 12 = 5.000.000 dong mdi thang.

Quick check of the truck’s depreciation. cost VND 1,140,000,000, life 10 years. Annual charge =
1,140,000,000 + 10 = 114,000,000, monthly = 114,000,000 + 12 = VND 9,500,000. Verify by
multiplying back: 9,500,000 x 120 months = 1,140,000,000. Racking and equipment.: 480,000,000 + &
+ 12 = VND 5,000,000 a month.

Dinh khoan / Journal entries

KT6 N¢@ TK 641 — Chi phi ban hang....cecevcereesessensensansnessissecsessessessessassssssesscsne 9.500.000
Nog TK 642 — Chi phi quan 1y doanh nghi€p.....cceeeescercsarcssurcsnncsnrcsaressanens 5.000.000
Co6 TK 2141 — Hao mon TSCD hitu hinh.......cccoooevieiiiiieieens 14.500.000

Hao mon lily ké dau thang 486.000.000 ddng, cudi thang 500.500.000 dong; gia tri con
lai ctia TSCP cudi thang 10 1a 1.620.000.000 — 500.500.000 = 1.119.500.000 dong. Vé
thué TNDN, khoan chi khéu hao duoc trir khi trich theo quy dinh cta Bo truong Bo Tai
chinh; riéng 6 t6 ché ngudi tir 9 chd trd xudng, phan nguyén gia vuot 1,6 ty dong mdi xe
khong dugc trr (VBHN 19/2026/BTC). Xe tai cia Hoang Lam khong thugc loai nay.
Accumulated depreciation was VND 486,000,000 at the start of the month and VND 500,500,000
at the end; the net book value of fixed assets at the end of October is 1,620,000,000 —
500,500,000 = VND 1,119,500,000. For corporate income tax, depreciation is deductible when
charged in line with the Minister of Finance's rules, for passenger cars of nine seats or fewer,
the part of cost above VND 1.6 billion per vehicle is not deductible (consolidated text
19/2026/BTC). Hoang Lam's truck is not such a vehicle.

S0 TSCP va thé TSCD — Fixed asset register and asset cards

Mbi TSCP c6 mdt thé hosic mdt dong trong s6 TSCD v6i cac cot: ma tai san, tén, ngay
dua vao st dung, nguyén gia, thoi gian trich khiu hao, mtrc khau hao thang, hao mon liiy
ké, bd phan sir dung, noi dat. Kiém ké cudi ndm lay s6 ndy 1am danh sach di dém tai san.
Khi mua méi, thanh 1y hay chuyén bd phén, ké toan stra s6 cling ngdy c6 chimg tir, khong
cho dén cubi thang.
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Each fixed asset has a card or a line in the asset register with columns for asset code, name, date
placed in service, cost, depreciation period, monthly charge, accumulated depreciation, user
department and location. The year-end count uses the register as the list of assets to find. On a
purchase, disposal or transfer, the accountant updates the register on the date of the document,
not at month end.

Chi phi cho phan b6 (TK 242) — Prepayments to be amortised (account 242)

TK 242 ¢6 sé du dau thang 24.000.000 dong 1a phi ban quyén va bao tri phan mém ké
toan tra trudc cho 6 thang. Mdi thang phan bo 4.000.000 dong véo chi phi quan 1y. Cong
cu, dung cu Xuét dung cho nhiéu ky cling di qua TK 242: ghi No¢ 242, C6 153 khi XUAt,
161 mdi ky ghi No 641, 642 hoidc 623, 627, C6 242 (TT 99/2025, huéng dan TK 153).
Account 242 opened the month at VND 24,000,000, being the licence and maintenance fee for
the accounting software paid for 6 months in advance. Each month VND 4,000,000 is charged to
administrative expense. Tools and supplies issued for use over several periods also pass through

account 242: debit 242 and credit 153 on issue, then each period debit 641, 642 (or 623, 627)
and credit 242 (Circular 99/2025, guidance on account 153).

Dinh khoan / Journal entries

KT7 Ng TK 642 — Chi phi quan 1y doanh nghi€p.....cceeceeesercsecssarcsnessnscsasesnsens 4.000.000
C6 TK 242 — Chi phi chd PhAN BO......veeeeoeeeeeeeeeeeeeeeeeeeeeeeeesees 4.000.000
No TK 242 — Chi phi ch¢ phan bo Co
Dr Account 242 — Prepayments Cr
SDBK 24.000.000
(KT7) Phan b6 thang 10 4.000.000
Cong PS 0 | Cong PS 4.000.000
SDCK 20.000.000

Vi DU/ EXAMPLE — Ngay 03/11/2026 Hoang Lam xut kho mét bo ban ghé vian phong
gi4 18.000.000 ddng, dung & phong ké toan trong 6 thang. Bat toan xuét: No 242, C6 153
18.000.000. Mdi thang tir thang 11: N¢ 642, C6 242 3.000.000 déng (18.000.000 + 6). Phiéu
xuét kho, bién ban giao nhan va bang phan bo 1a bo chimg tir &é nguoi kiém tra 14n lai timg
ky.

On 3 November 2026 Hoang Lam issues a set of office furniture costing VND 18,000,000 for use in
the accounts office over 6 months. Issue entry: debit 242, credit 153 18,000,000. Each month from
November: debit 642, credit 242 3,000,000 (18,000,000 + 6). The issue note, handover record and
amortisation schedule are the papers a reviewer follows period by period.

LOI HAY GAP / COMMON MISTAKE — Quén trich khau hao thang tai san méi dwa vao
sir dung, hoc tiép tuc trich sau khi da thanh 1y. Hai 16i lam chi phi va gia tri con lai sai ciing
lac. Mbi thang, d6i chiéu bang khau hao v6i s6 TSCD: tai san mdi ting trong thang, tai san
giam trong thang, tai san da trich du nguyén gia.

Forgetting to depreciate an asset placed in service this month, or continuing to depreciate after
disposal. Both errors distort expense and net book value at the same time. Each month, match the
depreciation schedule to the asset register: assets added, assets removed and assets fully depreciated.
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4.9. Khoa so cudi thang — 4.9. Month-end close

Pon vi ké toan phai khoa s6 vao cudi ky ké toan trudc khi 1ap bao céo tai chinh (Luat Ké
toan Diéu 26 k6). Hoang Lam khoa s6 hing thang dé co 13i 16 cho giam ddc; so ghi bang
phuong tién dién tir vin phai in ra gidy, ky va dong thanh quyén sau khi khoa s6 (Diéu 26
k7).

An accounting unit must close its books at the end of the accounting period before preparing
financial statements (Accounting Law, Article 26(6)). Hoang Lam closes monthly so the director

sees profit or loss; books kept electronically must still be printed, signed and bound after closing
(Article 26(7)).

1. Chét chiing tir
hoa don, phiéu thu chi

2. Déi chiéu

quy, ngan hang, ng

3. Gia xuét kho

binh quén gia quyén

4. Chi phi cho
khéu hao, phan bd 242

\ 4

8. Khéa ky

in bao céo, sao luu

7. Két chuyén
vao 911, 10i 4212

6. Thué
GTGT, TNDN tam tinh

5. Lwong
trich BH, TNCN

Hinh 4.4. Trinh ty khoa s6 thang cuia Hoang Lam
Figure 4.4. Hoang Lam's month-end closing sequence

Budc 1: tinh gia xuit kho binh quan gia quyén — Step 1: weighted average cost of issues
Hoang Lam tinh gia xuat kho theo binh quan gia quyén cudi thang: don gia = (gié tri ton
dau + gia tri nhap trong thang) + (sé lugng ton dau + s6 lwong nhap). Cudc van chuyén
5.000.000 dong cua 16 BB40 tinh vio gia nhap cia ma nay. TT 99/2025 mo ta phuong
phap nay 1a gia tri trung binh cua hang t6n dau ky va hang nhap trong ky, tinh theo ky
hodc sau mdi 16 nhap.

Hoang Lam values issues at the month-end weighted average: unit cost = (opening value +
value received in the month) + (opening quantity + quantity received). The VND 5,000,000
freight on the BB40 lot is added to the cost of that item. Circular 99/2025 describes the method
as the average of opening inventory and purchases in the period, computed per period or after
each receipt.
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Don gia

BQ

Avg cost

Tén dau GT “* | Nhap GT Cong GT

Open value In value Total value

:Nl 600 690.000.000 400 464.000.000 1.000  1.154.000.000 1.154.000
SNT

13 300 504.000.000 0 0 300 504.000.000 1.680.000
BB4

0 2.000  420.000.000 @ 1.000 219.000.000 3.000 @ 639.000.000 213.000
KG2

5 1.500  225.000.000 O 0 1.500  225.000.000 150.000
Mi Xuit SL Gi4 von Toén cudi SL | Ton cudi GT

Code Issued qty Cost of sales Closing gty Closing value

SN18 500 577.000.000 500 577.000.000

SNTI8 200 336.000.000 100 168.000.000

BB40 1.200 255.600.000 1.800 383.400.000

KG25 800 120.000.000 700 105.000.000

Cong 2.700 1.288.600.000 3.100 1.233.400.000

Gi4 von thang 10 1a 1.288.600.000 dong: SN18 500 thung x 1.154.000 = 577.000.000;
SNTI18 200 x 1.680.000 = 336.000.000; BB40 1.200 bao x 213.000 = 255.600.000;
KG25 800 x 150.000 = 120.000.000.

Cost of sales for October is VND 1,288,600,000: SN18 500 drums * 1,154,000 = 577,000,000
SNT18 200 % 1,680,000 = 336,000,000; BB40 1,200 bags x 213,000 = 255,600,000; KG25 800
x 150,000 = 120,000,000.

Buéc 2: két chuyén va xac dinh 13i 16 — Step 2: closing entries and profit for the month

TT 99/2025 hudng din cudi ky két chuyén doanh thu (No 511, C6 911), két chuyén chi
phi (No 911, C6 632, 635, 641, 642), két chuyén chi phi thué TNDN hién hanh (No 911,
C6 8211), r6i két chuyén 13i (No 911, C6 4212). Hoang Lam tam tinh TNDN 17% hang
thang dé giam d6c xem 1ai sau thué; tién thué nop theo quy (muc 4.10).

Circular 99/2025 prescribes closing revenue (debit 511, credit 911), closing expenses (debit 911,
credit 632, 635, 641, 642), closing current corporate income tax expense (debit 911, credit 8211)

and then closing the profit (debit 911, credit 4212). Hoang Lam provides corporate income tax
at 17% each month so the director sees profit after tax, the cash is paid quarterly (section 4.10).
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Dinh khoan / Journal entries

KT8 No TK 632 — Gid VON hANg DAN vueverrerseessessessesssessessessessesssessessessassens 1.288.600.000
CO TK 156 — Hang hoa........coceviiniiiiiniiiiienieceeeeeen 1.288.600.000
KT9 Ng TK 511 — Doanh thu ban hang va cung cap dich VU ...eeceeeseesensens 1.619.000.000
Co6 TK 911 — Xac dinh két qua kinh doanh ........................... 1.619.000.000
KT10 N¢ TK 911 — Xac dinh két qua kinh doanh .....e.eeseeseeseesessescscsessensens 1.574.385.000
C6 TK 632 — Gia vOn hang ban............coccooevvvveveeeerenene. 1.288.600.000
C6 TK 641 — Chi phi bdn hang...........ccccovvevviiiiniininiinien 145.350.000
C6 TK 642 — Chi phi quan Iy doanh nghi€p...........cceevueennennee. 136.235.000
C6 TK 635 — Chi phi tai chinh ........cccooivininiiie 4.200.000
KT11 N¢ TK 8211 — Chi phi thué TNDN hién hanh....cueeeeeseesessersersersessessessesenss 7.584.550
C6 TK 3334 — Thué thu nhap doanh nghiép ..........cccceveeveeeenene.. 7.584.550
KT12 No TK 911 — Xac dinh két qua kinh doanh c......eceeeseeseesessessessessessessessesenss 7.584.550
C6 TK 8211 — Chi phi thué TNDN hién hanh..............cccoeue........ 7.584.550
KT13 No¢ TK 911 — Xac dinh két qua kinh doanh c.....eeeeeeseesessessessessensessessesecses 37.030.450
Co6 TK 4212 — Loi nhuan sau thué chua phan phdi nim nay ..... 37.030.450
No TK 911 — X4c dinh két qué kinh doanh Cé
Dr Account 911 — Profit or loss determination Cr
(KT10) Chi phi 1.574.385.00 | (KT9) Doanh thu 1.619.000.00
0 0
(KT12) TNDN 7.584.550
(KT13) Lai 37.030.450
Cong PS 1.619.000.00 | Cong PS 1.619.000.00
0 0
SDCK 0

Chi tiéu S6 tién Cach tinh
Item Amount Calculation

Doanh thu ban hang 1.619.000.000  Thanh D6 1.145.000.000 + khach 1¢ 474.000.000

Gia von hang ban 1.288.600.000  Bang binh quan gia quyén

Loi nhuén gop 330.400.000 1.619.000.000 — 1.288.600.000

Chi phi ban hang Lwong 110.000.000 + trich 25.850.000 + khau hao
145.350.

(641) 5-350.000 9.500.000

Lwong 101.000.000 + trich 23.735.000 + khau hao

Chi phi quan Iy (642) - 136.235.000 5.000.000 + 242 4.000.000 + cude 2.500.000

RO
il 4.200.000 700.000.000 x 7,2% = 12

(635)

Loi nhuan truée thué  44.615.000 Loi nhudn gop — 641 — 642 — 635
g;ﬁ})“ thue TNDN - 04 550 44.615.000 x 17%
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Cach tinh

Calculation

So tien
Amount

Chi tiéu

Item

Loi nhuén sau thué 37.030.450 Két chuyén vao TK 4212

LOI HAY GAP / COMMON MISTAKE — Tinh gi4 xuét kho truéc khi nhap hét hoa don
va phiéu nhap ciia thang. Gia binh quéan dbi theo timg 16 nhap, nén gia von da ghi phai tinh lai
va kéo theo 13i 15. Khoa s6 kho (thit kho ky x4c nhan s6 ton) rdi méi tinh gia; hoa don dén
muodn xu ly sang thang sau, ghi cha vao bang theo doi.
Calculating the issue cost before every invoice and goods receipt of the month is in. The average
moves with each lot, so cost of sales already posted must be recomputed, and profit with it. Close the
stock record first (the storekeeper signs the closing quantities), then compute cost; late invoices go to
next month, noted on a tracking list.

Chénh léch hay giip khi khéa s6 — Differences often found at close

Biéu hi¢n

Symptom

Thwong do

Usual cause

SO du tien gui trén so khac so
phu ngan hang

Ton kho trén sb khac thé kho

Cong no khac s6 khach hang
xac nhan

Tong No khac tong C6 trén
bang can ddi s6 phat sinh

TK 911 con sd du sau két
chuyén

Phi ngan hang, 14i tién guri
chua ghi; Gy nhiém chi chua
qua ngan hang

Phiéu nhap hodc xuét ghi sai
ngay, thiéu phiéu

Hang tra lai, chiét khau, tién
dang chuyén

But toan mot bén, stra ching
tu sau khi ghi

Quén két chuyén mot tai
khoan, hodc ghi sau khi Kkét
chuyén

Checklist khéa so0 thing — Month-end closing checklist

Lap bang dbi chiéu timg
khoan, ghi cac khoan chua
ghi s6

Déi chiéu timg phiéu cia ma
chénh 1éch, cung thu kho

Lap bién ban ddi chiéu, ghi
cac khoan chénh 1éch cé
chung tu

Tim but toan 1éch theo s6 tién
va ngay

Lap but toan két chuyén bd
sung c6 chir ky Ké toan
truong

Buéc Viée kiém Ngwoi lam Poi chiéu véi
Step Check Owner Matched to

Chét hoa don, phiéu thu, phiéu chi, phiéu nhap, L

£ z ,p . £ p;. ; P .2 ;'p Danh sach chung

1 phiéu xuat phat sinh dén cuoi thang; kiém so Huy, Thu i

thir tur lién tuc
5 Ghi du héa don dau vao c6 ngay hoéa don trong . Cong hoa don dién

thang; hoa don dén muon dé sang thang sau tur

Kiém ké quy tién mat, dbi chiéu s6 quy: sb du ) Bién ban kiém ké
3 auy ’ awy Mai, Huy

92.000.000 dong

quy
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Buéc Viéc kiém Ngwoi lam Poi chiéu véi
Step Check Owner Matched to

10

11

12

13

14

15

16

17

18

Déi chleu s6 du TK 112 v6i s6 phu ngan hang
ngay cudi thang

Déi chiéu cong ng phai thu: Thanh Do
1.236.600.000 dong

Dbi chiéu cong ng phai tra: Tan Phong
957.240.000 dong

Doi chiéu so lugng ton cudi trng ma gitra thé
kho va so chi tiét

Tinh gia xuét kho binh quan, ghi gia von
1.288.600.000 dong

Tinh luong, trich bao hiém, khau trir TNCN:
211.000.000; 49.585.000; 22.155.000; 801.750
Trich khau hao 14.500.000 dong

Phan bo TK 242: 4.000.000 dong

Ghi 13i vay 4.200.000 dong

Ra chi phi chua c6 héa don hodc chung tur hop
18; ghi riéng dé Ké toan truong quyét dinh
Khéu trir GTGT: No 33311, C6 1331
54.890.000 dong

Tam tinh TNDN 17%: 7.584.550 dong

Két chuyén 511, 632, 635, 641, 642, 8211 vao
911 rdi chuyén 13i vao 4212

Chay bang can dbi sb phat sinh: tong Ng bang
téng C6; moi TK tam thoi hét sb du

Khoa ky trén phan mém, in s6 va béo co
thang, sao luu dir li¢u

Huy

Thu

Thu

Thu, Hung

Thu

Huy

Huy
Huy

Huy

Nhung

Huy

Nhung

Huy

Huy

Nhung khoa,

Huy

Bio cdo thang giri giam ddc — Monthly report to the director

« Doanh thu 1.619.000.000 dong, gia von 1.288.600.000 dong, lgi nhuan gop
330.400.000 dong.
Revenue VND 1,619,000,000, cost of sales VND 1,288,600,000, gross profit VND
330,400,000

S6 phu ngan hang
Bién ban ddi chiéu
cong ng

Xac nhan cua nha
cung cap

Thé kho, sb chi tiét
TK 156

Béng nhap — xuat
— ton

Bang luong da
duyét

Béng khau hao, s6
TSCb

Bang phan b

Hop dong vay,
thong bao lai

Danh sach chi phi
treo

Bang ké hoa don
dau vao

Bang két qua kinh
doanh

S6 cai TK 911
Béng can d6i s6
phat sinh

Béo cdo thang da
ky
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« Chi phi ban hang 145.350.000 dong, chi phi quan 1y 136.235.000 dong, 13i vay
4.200.000 d6ng; loi nhuan trudc thué 44.615.000 dong.
Selling expenses VND 145,350,000, administrative expenses VND 136,235,000, interest VND
4,200,000; profit before tax VND 44,615,000.

« Cong ng cudi thang: phai thu Thanh D6 1.236.600.000 dong, phai tra Tan Phong
957.240.000 dong; quy tién mat 92.000.000 dong.
Balances at month end: receivable from Thanh D6 VND 1,236,600,000, payable to Tdn
Phong VND 957,240,000, cash in hand VND 92,000,000.

« Thué phai ndp da phat sinh: GTGT 74.630.000 dong, TNCN 801.750 dong, TNDN
tam tinh 7.584.550 déng, kém han ndp cua ting loai.
Tax accrued: VAT VND 74,630,000, personal income tax VND 801,750, provisional
corporate income tax VND 7,584,550, with the due date of each.

GHI NHO / KEY POINT — Sau khi khoa ky, chi sira s6 liéu thang d6 bang but toan diéu
chinh ¢6 chit ky Ké toan truong. Mé khoa ky dé sira sb 1a cach nhanh nhét 1am bao cao da gui
giam ddc léch véi so.

Once the period is locked, change that month's figures only by an adjusting entry signed by the chief
accountant. Reopening a locked period to edit figures is the quickest way to make the report already
sent to the director disagree with the ledger.

4.10. Thué h%lng quy: GTGT, TNCN, TNDN tam nQp — 4.10. Quarterly taxes:

VAT, personal income tax, provisional corporate income tax

Hoang Lam c6 tong doanh thu nim trude lién ké 1a 18,6 ty dong, khong qua 50 ty nén
dugc chon khai thué GTGT theo quy (TT 89/2026 Diéu 19 k1 b.1.1). Ngudi ndp thué do6i
tir khai thang sang khai quy giri thong bao mau 01/DK-TPKTT cham nhat ngay 31 thang
01 ctia nam bat du khai theo quy. Han ndp hd so khai quy 12 ngay cudi cing ctia thang
dau cua quy tiép theo (ND 252/2026 Diéu 10 k3); tién thué ndp chdm nhét cing han dé
(Luat QLT 108/2025 Piéu 14 k1 a).

Hoang Lam's total revenue in the preceding year was VND 18.6 billion, not more than 50
billion, so it may file VAT returns quarterly (Circular 89/2026, Article 19(1)(b.1.1)). A taxpayer
moving from monthly to quarterly filing sends notification form 01/DK-TPKTT no later than 31
January of the year quarterly filing starts. The quarterly return is due on the last day of the first
month of the following quarter (Decree 252/2026, Article 10(3)), the tax is payable no later than
the same date (Law on Tax Administration 108/2025, Article 14(1)(a)).

Tong hop GTGT thang 10/2026 — VAT summary for October 2026

Khoan Gi4a chwa thué Thué GTGT

Item Net of VAT VAT

Dau ra: ban Cong ty CP Xay dyng Thanh

D6 1.145.000.000 8% 91.600.000

Pau ra: ban khach 1¢ (BB40, KG25) 474.000.000 8% 37.920.000
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